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his Secretary’ Dream Vacation for two 
to spend in PARIS! 








Or win one of 516 other glamorous prizes in Mosler’s exciting CONTEST FOR SECRETARIES! * 
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« Record 


$125.00 
Change! 


Just imagine... YOU in Paris, London, Amsterdam 
and other famous European capitals. Yes, and with 
14 wonderful days and a thousand dollars to spend. 
Visit those exciting little French shops you’ve 
dreamed of. Try on Paris originals. Buy French 
lingerie, perfumes, accessories—anything your heart 
desires. Only a few moments of your spare time may 
make this ‘‘Secretary’s Dream” come true for you... 
or win one of the 516 other glamorous prizes Mosler 


is offering, now ! 


*Also eligible; stenographers, book- 
Keepers, bookkeeping assistants, clerks and 
any office employee who can obtain infor- 
mation required on entry blank. 


Modern Mosler “A” Label Record Safes 
give the world’s best protection. 


HURRY! CONTEST CLOSES APRIL 22! 














ENTER NOW! YOU MAY BE A TOP WINNER! 


And you may win a prize for your busy boss, too! 





Look up the Mosler dealer in your city in the telephone 
directory. Stop in! Get an official Mosler Contest 
Entry Blank. Get all the details you need to complete 
the winning 25 words or less to this statement: 


“It would be dangerous for my boss fo trust 
GN Glel scife, BEEGUSE........ccccccccccesee 


P.S. Don’t worry if you don’t know much about 

record safes. Your boss may not know as much as he 

should about them, either. And he’s probably too 

busy to find out. So help him and yourself by entering 

this easy contest. Find out why old safes are dangerous 
. what to do if your boss has one! 











IF IT'S MOSLER . . . IT'S SAFE 


*% Mosler Safe “ 
Since ms 


World’s largest builders of safes and bank vaults. 


_Get an entry blank from your nearest Mosler dealer, today, or write 
The Mosler Safe Company, 320 Fifth Avenue, New York 1, N. *. 





‘*Afternoon Blur'’—otherwise known as 





Eye Fatigue— is familiar to everyone whose job 


involves long sessions of typing and paper handling. 
"" that reduces efficiency 


and accuracy ... runs haywire with office costs. 


Few offices are without this ‘optic ogre 


PANAMA-BEAVER solves this problem... 
keeps production in full swing from 9 to 5 
with a complete line of products engineered 
for better vision! 

Take the new EYE-SAVER Uni-Master for 
spirit duplicating. Fuller-bodied, uniformly 
coated, it now comes in a soft, glare-free 
tint that relaxes the eyes, relieves harsh 
contrast, permits faster work. 





PAN AMA-BEA VER 
i, bind ating 


Coast to Coast Distribution 


MANIFOLD SUPPLIES CO., 
19 Rector Street, New York 6, N. Y. 





And you'll find the same scientific ‘‘Vision / 
Engineering” in all PANAMA-BEAVER 
products, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons 
that harmonize with all papers and letter- 
heads. 

MAIL COUPON BELOW TODAY and dis- 
cover what PANAMA-BEAVER “Vision 
Engineering” can do in your office! 


MANIFOLD SUPPLIES CO. 

19 Rector Street, New York 6, N. Y. 
Gentlemen: 

Please have the Panama-Beaver representative show me 
how ‘‘Vision Engineering’’ can increase production and 
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ribbons for 225 
office machines 


Machines vary. So do operators. And job requirements 
vary, too. But two needs are constant — the need for clear 
legible work and the need for economical production. 


Webster meets these needs with a wide variety of inked 
ribbons for specific machines and specific kinds of work. 
They are made from the finest materials, either silk, long 
staple cotton or nylon. And there is a wide choice available 
in color and ink intensity. 


Naturally, these fine ribbons are unconditionally guar- 
anteed. Webster introduced the first non-filling typewriter 
ribbon in 1889. Since then they’ve been precision made and 
carefully inspected, inch after inch, to insure uniformly good 


service. 

The ribbon that does high quality work, dependably and 
economically, is the best ribbon for your office. Your wisest 
choice is Webster’s . . . consult your nearest dealer or write 
to us directly. 


| F.S.WEBSTER COMPANY — 


CE 


i 


9 Amherst Street, Cambridge 42, Massachusetts 
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WITH THE Exctusive ECONOMIZER BOX 


PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 

(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 

(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 

Distributed by Kee Lox Branch Offices in Major 

Cities and by a Growing Network of Authorized 

Dealers. 

Samples sent only on request when letterhead of 

company is used. 


DEPARTMENT S4 
Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 





F YE HAVE FAITH AS A GRAIN OF MUSTARD 

SEED..." 

IF our forefathers had not had faith that their vision of 
new frontiers could be accomplished, we would not have 
this wonderful country of ours. 

IF we, as Americans, did not have faith in the American 
way of life, we would not be a free people. 

There comes a time in every one’s life when they must 
face the stark realities of life—a serious illness; a sudden 
fatal accident; the death of a loved one—and then we rely 
on our faith, our belief in a number of things. And when 
the crisis has been passed, we are fully aware that our faith 
stood us in good stead. 

IF each of us who comprise the membership of The 
National Secretaries Association (International) did not 
have faith in our chosen profession, we would not be a 
part of it. 

There will be times in your NSA membership when you 
will have occasion to draw on your reservoir of faith in 
our motto “Better Learning—Better Letters—Better Liv- 
ing.” When chapter members are not willing to assume 
the responsibilities attached to assuming leadership of the 
chapter; when members elected to chapter offices fail to 
fulfill their obligations, and you, as a member, are unin- 
formed; when state and national officers and national com- 
mittee members put personal glory before the best interests 
of the Association; and when the entire national member- 
ship fails to support the national projects—yes, indeed, 
those are times when all of us must hold steadfast to our 
faith in the purposes and aims for which we have united. 

“Never underestimate the power of a woman” is an oft- 
repeated saying. We are 13,900 strong—yes, “If ye have 
faith as a grain of mustard seed ...” there is no project 
we might desire to undertake, and certainly our present 
national projects are no exception, that could not be suc- 
cessfully accomplished. 

What is the status of Yowr faith in Your Association? 


Cordially yours, 


National President 


The Secretary 





@ on and on. Type us a letter on your office stationery, asking for it. 


r Try Underwood’s new chip-resistant nail polish, “Underwood's Red” 
ocr livres free! Beauty consultants styled it for secretaries. Brilliant red stays 





underwood 





THE NEW UNDERWOOD 150 
IS THE TYPEWRITER DESIGNED TO KEEP 
YOUR HANDS LOVELY TO LOOK AT 


Two important improvements make the new 
Underwood 150 the typewriter most wanted 
by the girls who make business hum. Under- 
wood has always been designed with the user 
in mind. That’s why it’s so good looking and 
has so many extra features to make turning 
out crisp clean work practically automatic. 
Now, look how Underwood and Underwood 
alone helps you keep fingernails and hands 
lovely to look at, lovely to touch! 


wy 


Exclusive half-moon keys: Formed 
to fit fingers. Half-moon tops mean 
fingernails never touch the keys. No 
more worry about short unfashion- 
able fingernails, chipped nail polish! Exclu- 
sive touch tuning: Stubborn typewriter keys 
often give girls rough, widened fingertips. Un- 
derwood’s touch is kitten-soft. 28 easy-to-set 
touch variations! You choose touch to suit fin- 
gertips, always look fresh from the manicurist! 





Telephone your Underwood man and ask to see the new Underwood 150. Get the 


Sal 
(ook AQOune number from the yellow pages of your phone book.  v°°Z . 
UNDERWOOD WALA MIES CORPORATION 


eaneea et 
ye 
osmus™ 


ONE PARK AVENUE, NEW YORK, NEW YORK 





Value Your NSA 
Membership 


by HELEN A. MOE 
National Secretary 


HH” do YOU value your member- 
ship in NSA? Do you take it as a 
matter of course, or do you share its 
value with others? 

There is no one more qualified to sell 
NSA to another secretary than an NSA 
member. Are you doing your part? 


Membership in The National Secre- 
taries Association is a professional one. 
As members of a professional organiza- 
tion we are striving to elevate the stand- 
ards of ALL secretaries. NSA was found- 
ed with this goal in mind. 


Our goals are high: they should be. 
We have achieved some and are con- 
tinually trying to attain others. As we 
grow, so grows our outlook. Surely, we 
are now better secretaries since becom- 
ing members of NSA, especially if we 
have taken advantage of the many edu- 
cational features offered us on _ local, 
state and national levels. 


NSA can well be proud of its spon- 
sorship of the Certified Professional Sec- 
retary program. This is one of our best 
selling points toa non-member. Through 
this program we have developed super- 
ior secretaries and have demonstrated to 
management that a good secretary con- 
tinues her pursuit of knowledge in order 
to increase her value to the business 
world. 


There are thousands of qualified sec- 
retaries in the United States and through- 
out the world who should rightfully be 
members of NSA. We have not yet 
touched the potential. We must seek out 
these secretaries and invite them to join. 


Membership in NSA is like a brilliant 
perfect-cut diamond. It is a privilege 
and an honor—priceless in value. Do 
you consider yourself one of the facets 
of this perfect-cut diamond? And are 
you selling NSA? 


Value your membership in NSA and 
let others know about our progressive 
Association. Your reward will be the 
knowledge that you have helped another 
to become a better secretary through the 
advantages offered by NSA membership. 


Eight 








... TO THE EDITOR 


Dear Miss Hill: 


I would like to tell you that | received my first issue of THE SECRETARY 
the other day and promptly sat down and read it from cover to cover. Needless 
to say, I enjoyed every word of it and brought it to the office with me to let 
some of the other girls read it also. 

Mrs. Winifred E. Jarvelin 
President, Quincy-South Shore Chapter 
Quincy, Mass. 


Dear Miss Hill: 

What a pleasant surprise it was to receive my first issue of THE SECRE- 
TARY in the mail a few weeks ago. After reading it, | am sure that a tremen- 
dous amount of time, work and effort were involved in preparation for publica- 
tion. There were so many fine articles which I enjoyed and from which I derived 
benefit. “The Professional Secretaries’ Effect on Public Relations” particularly 
appealed to me. I am looking forward to receiving next month’s issue. 


Eleanor A. Vota 
McKeesport Chapter 
McKeesport, Pa. 


Dear Jerry: 


After each issue of THE SECRETARY appears, | hear more and more com- 
ments that the latest issue surpasses the last one. In my own particular case, my 
copy is dog-eared at the end of the first day. Everyone from the plant manager 
to the foreman in the plant reads it. The article on women drivers received the 
most compliments—on the bravery of a women’s organization willing to admit 
their own shortcomings. Working for General Motors’ assembly plant as I do, 
women drivers are a pet subject! 

Mrs. Barbara G. Atwater 
Northeastern District Reporter 


Dear Editor: 

I couldn’t pass up the opportunity to say a great big “Thank You” for the 
“Secretarially Speaking” column in the January issue. My boss (our minister ) 
is leaving for nine weeks in Europe and will be traveling all the while. I will be 
in charge of the office and we have been concerned about keeping him informed 
each week of things that only 4e can take care of. The idea of a comprehensive 
record sheet is perfect! My only thought is that why I didn’t think of it myself. 


Edna L. Gilbert 


Monrovia, Calif. 


The Secretary 








EMBERS of MALABOUCHIA CHAP- 

TER (Jackson, Miss.) burst with 
pride as Juanita Terry was announced 
“Miss Southeastern District” at the Miss 
District Luncheon, Saturday, November 
20, 1954, at the Hotel Peabody in 
Memphis, Tennessee. 


Judged the winner out of three con- 
test finalists, Miss Terry was crowned by 
Jeanelle Walker, SEVP (see photo be- 
low), and was presented a bouquet of 
red roses and a portable typewriter, gift 
of Remington-Rand Inc. 


Poised and personable, “Miss South- 
eastern District” is president of her 
chapter and has done much to further 
the CPS program, having passed the 
rigid CPS examination in 1952. 

She attended college in her native 
Mississippi, received a BS degree in 
Commerce from Bowling Green College 
of Commerce, Kentucky, and has taken 
other special secretarial courses. 


Since 1947 Juanita has been secretary 
to the State Administrative Officer, Agri- 
cultural Stabilization and Conservation, 
U. S. Department of Agriculture, Jack- 
son, Mississippi. 





' The Secretary 




















New 
MARATHON 
BLACK 


HECTO MASTERS 
are 













clean 
. 







The unpleasant stain and smear that once was the trademark 
of hectograph spirit duplicating is rapidly becoming a thing 
of the past—thanks to Columbia research and development. 
New, Black Marathon Ready-Master Units are clean—clean 
because Columbia’s exclusive ink does not “‘blossom’”’ on 
contact with the skin—clean because protective Supercoating 
covers carbon surface and all edges. Yes, the results you can 
obtain from Marathon Black Ready-Master Units will prove 
how much Columbia engineering has advanced the quality of 
hectograph duplicating. 

If you’ve been using ordinary purple masters and have been 
tempted to scrap your spirit duplicating equipment in favor of 
some tricky new process—don’t do it until you have tried 
Marathon Black Units. You'll get cleanliness and quality you 
would never dare hope for from ordinary masters. Use the 
coupon below attached to your business letterhead to obtain 
your copy of the Free booklet, “Quality Duplicating 

With Hectograph.” 


e RIBBONS 
CARBONS 
DUPLICATING SUPPLIES 





COLUMBIA. RIBBON AND CARBON MBG. Co., Inc. 
523 Herb Hill Road, Glen Cove, N. Y. 


Send booklet, “Quality Duplicating With Hectograph’’. 


Name. 








Company. 


Address 





Zone. State. 


City. 











that makes your world go ‘round, do 
learn the importance of record care. 


You'll be protecting an investment, too, 


because it has taken 


minded dollar to acquire a good col- 


lection. 


“=> 
Sy 


Sponge off records regular- 
ly with a cloth wrung 

out of lukewarm soapy 
water, then wipe with a 
damp chamois. Use a 
light circular motion, fol- 
lowing the grooves. 

Just be careful not to 
dampen the label. 








keep 
that 
record 


Clean! 


Zap 


I F RECORDED music is one of the things 





To keep records clean, always wash 
your hands with soap and water before 
handling them. In addition, always store 
them in albums or in closed paper jack- 
ets when not in use; washable clear plastic 


jackets are best of all. And do go over 


the storage shelves or cabinet frequently 





with a well-sudsed sponge and then 
rinse with a damp cloth. Better let it 
dry, of course, before replacing records. 
Because records contain a lot of static 
electricity, they attract dust like a mag- 
net draws metal, so your war against 
dust must be a constant one. 

Even though you cover your records 
and wash their cabinets, the records will 
need an occasional clean-up. When only 
slightly soiled, wiping with a damp 
chamois suffices. For seriously imbedded 
dust, wipe each side with a cloth wrung 
out of thick, rich suds, then with a 
damp chamois. Finally, wipe the record 
with a damp cloth before playing, to 
reduce dust attraction while the music 
is actually going ‘round and ‘round. 

If it’s one of those long, long-playing 
musical sessions, wash your hands sev- 
eral times during the “at home concert.” 
One expert says that unless your hands 
have been washed within the previous 
two minutes, fingers will leave a grease 
deposit on the record. It helps also to 
hold records by the edges, or by one 
edge and the center. 

Avoid warping by storing records in 
a dry spot away from artificial heat or 
direct sunlight. If they are stored verti- 
cally, well-supported at all times, warp- 
ing just won't have a chance to happen. 

By all means, treat the discs gently— 
unbreakable doesn’t mean unscratchable. 
If it’s a really precious pressing, change 
it manually, as there’s some inevitable 
scraping in automatic changing. Apply 
the needle gently, and do make sure it’s 
sharp. Of the types recommended by 
authorities, the diamond tip, while com- 
paratively high in initial cost, gives 
about 1,000 hours of service without 
wearing down. The less expensive sap- 
phire tip, lasts an average of about 100 
hours. Take your choice—but watch it, 
for a sharp needle is one of the im- 


portant factors in record longevity. 


(Courtesy the Cleanliness Bureau) 


The Secretary 











are you a 
Super-Secretary 


THIS MONTH? 


you know that your fingers must have nings! 


You know there is no substitute for 
speed when work piles up .. . and you 
take it on with flying fingers and a 
willing heart. 


your letters are beautiful! 


Your letters are your company’s am- 
bassadors of good will . . . just as you 
judge a business firm by its representa- 
tives who call upon you, so other firms 
judge your company by the letters that 
you write. Many executives consider the 
quality of a secretary's typescript a ma- 
jor factor in evaluating her services. 





Here are the points to watch: 





1. See that the letter is properly centered. 


N 


Make sure that the margins are as even as possible. 
Learn to use the tabulator for statistical and other work. 


If you are using a manual typewriter, develop an even touch so that there is a 
uniform density of printwork. If you are fortunate enough to use an electric type- 
writer, there’s no need to worry about uniformity of printwork . . . it’s automatic! 


ay 


5. Your letters are a reflection of your personality . . . don’t release a letter until you 
have checked it and can say to yourself: “This is a job well done .. . it looks 
like me.” 


(Excerpt from Remington Rand’s ‘How To Be A Super-Secretary.” ) 


The Secretary 








That's right—this Vic- 
torian lady, laboriously 
pounding out a letter on 
a side-action Oliver ma- 
chine, never heard of 
EraserStiks. They weren't 
invented in her day. 


But today's modern Sec- 
retary and Typist is as de- 
voted to her EraserStik as 
she is to her favorite make- 
up. Because she knows 
that this white-polished, 
pencil-shaped, wood-cased 
beauty makes erasing a 
breeze. A quick flick and 
the error has vanished, 
leaving no tell-tale ghosts. 


Save yourself criticism. 
Turn out beautiful letters 
with the help of Eraser- 
Stik. Get a few today. 


*For best performance 


expose rubber point | 


about 3/16”. 
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NE of the highlights of every NSA 
Annual National Convention is the 
selection of the Secretary-of-the-Year. 
This coveted honor for the year 1955-56 
might well be yours at Chattanooga in 
July. 

Mrs. Charlotte S. Quinn, chairman of 
this year’s Secretary-of-the-Year Contest, 
presents here an interesting account of 
the impressive recognition given to each 
of the five past winners—1950 through 
1954—after they received the “crown.” 
And you will doubtless agree this grati- 
fying honor brings with it many inter- 
esting and unusual experiences. It could 
happen to you! 


The 1950-51 winner, Mrs. Catherine 
(Kitty) Baltasser of Lancaster, Pennsyl- 
vania, says her biggest thrill was bring- 
ing the honor back to her own chapter 
and making Lancaster cognizant of The 
National Secretaries Association. 


Catherine 
Baltasser 


It could happen to YOU.. . 


A “Welcome Home Party” was given 
by her chapter; and Kitty used the extra 
week’s vacation granted to her by her 
firm to accept invitations to NSA func- 
tions of the Camden, Philadelphia, Lib- 
erty Bell, Reading, Harrisburg, York, 
New York and Detroit Chapters. 

She has served as a member of the 
Panel on Workshop for Private Secre- 
taries held at Behrend Center, a Penn 
State Extension. She has written articles 
for magazines and scripts for radio in 
connection with secretarial work. She 
appeared on radio and TV and also in a 
news film in New York, and was mod- 
erator for the WCAU-TV Career Forum 
of Philadelphia, a vocational guidance 
program for high school students. On 
numerous occasions she has addressed 
commercial high school students in Lan- 
caster and other cities. This month she 
will conduct a panel at the local YWCA. 
Recently, her picture appeared on the 





The Lookout Mountain Hotel, scene of this year’s Secretary-of-the-Year 


Luncheon, is locat 


ed at the highest point of Lookout Mountain. Offering a 


panoramic view of Chattanooga and surrounding area, this setting will lend 
atmosphere and enchantment to this grand occasion. 


Twelve 


Lorene Bolt 


front page of Lancaster Magazine, which 
devotes an article each month to local 
secretaries. Kitty has served as State 
Advisor for Pennsylvania and was also 
the first State Secretary. 

Offers of other positions notwithstand- 
ing, Kitty finds her connection with the 
law firm of Appel, Ranch, Levy & 
Appel very interesting — and, too, she 
prefers to live in her own home town. 

* * * 

Secretary-of-the-Year for 1951-52, Mrs. 
Lorene Bolt of Austin, Texas, reports 
that on her return home she was a guest 
at various parties, including one given 
by the members of TOWER LIGHTS 
CHAPTER who presented her with a 
letter opener, in her sterling pattern, 
inscribed, “Miss Secretary 1951-52.” 

Numerous attractive gifts have been 
showered upon Lorene, among which 
was a $1,000 scholarship from a busi- 
ness college she attended. This scholar- 
ship was divided as follows: $500 for 
her son, Brooks, after he graduates; and 
$500 set up as “The Lorene Bolt Scholar- 
ship fund,” a perpetual scholarship 
which to date has enabled three high 
school graduates to attend secretarial 
school. ; 

Mrs. Bolt has received several sub- 
stantial increases in salary which she 
attributes, in part, to her being selected 
Secretary-of-the-Year. She has had offers 
of new positions, some from other 
states, but she has chosen to remain with 
the same firm. At the time of her award 
Lorene was office manager, executive 
secretary and accounting supervisor. 

Among various unusual requests was 
one from a button collector, asking that 
she send him a button from something 
she had worn. 

A chapter featuring Lorene as Sec- 
retary-of-the-Year was included in the 
book, Kitty Unfoiled by Anson Camp- 
bell. 

* * * 

Award winner for 1952-53 was Lois 
Anne Dryer of Buffalo, New York. 
Miss Dryer states, “I am pleased to say 
that my greatest pleasure in possessing 
this award was the privilege of sharing 
the honor with my BUFFALO CHAPTER 
members and friends and bringing to 


The Secretary 





Lois Anne 
Dryer 


ane 








Joy Johnson 





Genevieve Lenz 


our chapter and city the distinction of 
a National award winner.” 

In early fall of 1953 Lois was selected 
by the 29th Annual Women’s Interna- 
tional Exposition as Career Girl of the 
Year 1952. Conferring of the Medallion 
of Honor of the Women’s International 
Exposition is based on four require- 
ments: personality, loyalty, efficiency and 
adaptability. This was the first time an 
NSA member was so honored. 

In May 1953 Lois represented the 
American Secretaries in welcoming the 
British secretary, Jeanette Janvrin, to 
the United States on her arrival in 
New York City. 

During /er year Lois represented NSA 
on television, radio and in talks to stu- 
dents and businesswomen in which she 
outlined the qualifications of a secre- 
tary. And she has continued to do so. 
She has been accorded numerous recog- 
nitions from social and civic groups in 
her community and has been guest of 
honor at many NSA functions. 

Within her own firm, Doolittle & 
Company, Lois feels that the title of 
“Secretary” seems to have an elevated 
meaning as a result -of her winning the 
award; and a stronger bond of employer- 
employee relationship has been estab- 
lished. re 

* * * 

Joy Frances Johnson of St. Paul, 
Minnesota, was chosen Secretary-of-the- 
Year for 1953-54 at the Seattle Con- 
vention. Miss Johnson remarks: “I en- 
joyed my orchid year to the fullest! 
This entire experience—from its breath- 
taking inception through the unfolding 
of one delightful surprise after another 
—will remain a cherished memory for 
the rest of my life. My sincere thanks 
to all who had a part in it.” 

Tributes from her own NSA chapter, 
her employers, Brown & Bigelow, and 
from the St. Paul Chamber of Commerce 
have come to Joy. She was saluted by 
IBM at a luncheon and was featured in 
an article in IBM’s national magazine, 
The Record. 

She has been an honored guest at 
various Civic events in St. Paul; and she 
was “spotlighted” as Toastmistress of 
the Month in Toastmistress, official pub- 
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lication of the International Toastmis- 
tress Clubs, Inc., of which she is a 
member. She was guest speaker at the 
Business Cadettes’ Alumnae Banquet. 

Joy appeared in a film, “A Day in 
the Life of the National Secretary,” on 
a regular newscast over station KSTP- 
TV. She has made other radio and tele- 
vision appearances during which NSA, 
CPS and the secretary’s place in the 
business world were discussed. 

In addition, she visited the BADGER 
CHAPTER in LaCrosse, Wisconsin, to 
tell them about CPS. Joy spoke on the 
subject, “What Does A Secretary Expect 
from CPS?”, at the Wisconsin State 
Division Meeting. She hopes her talk 
stimulated more interest in our educa- 


tional program. 
* * * 


The Ninth Annual National Conven- 
tion, held in New York City in 1954, 
saw the selection of Mrs. Genevieve 
Lenz of Niagara Falls, New York, as 
Secretary-of-the-Year. At the time of 
her award, Mrs. Lenz said, “I shall be 
eternally grateful for this memorable 
episode in my life—although, in all 
humility, I know every NSAer is fully 
qualified to bear the title. It has been 
a thrilling experience not only to be 
honored by this recognition from NSA, 
but also to be able to represent NSA as 
one of its many emissaries.” 

Genevieve was deluged with tele- 
grams, flowers and congratulatory letters 
from NSA members, other organizations 
of which she is a member, newspaper 
reporters—local as well as one from 
London, England. She also received 
messages from the city officials of Ni- 
agara Falls, the presidents and vice presi- 
dents of local banking institutions in 
that city, the managements of several 
local companies, her firm’s clients and 
friends of her employer throughout the 
country. 

Genevieve has been featured in a 
Buffalo newspaper article and in several 
periodicals, such as Office Management, 
The Office, The Secretary, Tempo and 
Today's Secretary. 

She was guest at an NSA tea and re- 
ception in her honor sponsored by her 
local chapter, and at another given by 
her sorority. She was the speaker at a 
membership banquet of the FORT VEN- 
ANGO CHAPTER, Franklin, Pennsylvania, 
and again at a membership tea of the 
FLOWER CITY CHAPTER, Rochester, New 
York. She was the featured speaker at 
the Lioness Club in Niagara Falls; and 
she has spoken at high schools and busi- 
ness schools. In May of this year she 
is to be the guest of DUNELAND CHAP- 
TER, Gary, Indiana, on Secretaries’ Day. 








HAVE YOU A 


uci! Problom? 


Does your present writing pencil 
wear down too quickly, snap too 
easily, or mark too lightly? 


Are you using a kind of colored 
pencil ill-adapted to your work? 


Are you having trouble finding 
the right pencil for some special job? 
Whatever the problem, 
write to our 
PENCIL ADVISORY SERVICE 


At one time or another, we’ve 
been asked almost everything about 
pencils. 


If we don’t know the answer, we 
have our own research laboratory 
to find out. 


From our many kinds, qualities, 
degrees, and colors of writing, draw- 
ing, sketching, marking, coloring, 
copying, shorthand, charcoal, car- 
penter, moisture-proof, and other 
specialized pencils we can almost 
surely pick the one best suited to 
your purpose ... tell you why we 
recommend it...and send you sam- 
ples to test in your own hand. 


Just write on your company letter- 
head. Explain your problem. We'll 


be glad to help. ¢ 


Pencil Advisory Service, G-3 
EAGLE PENCIL COMPANY 


703 East 13th Street, New York 9, N.Y. 








What You Should Know About Health Insurance 


by JHAN AND JUNE ROBBINS 


This is the third of a series of articles based on a recent national survey—sponsored 
by Health Information Foundation, a public service organization supported by 165 
drug, pharmaceutical, chemical and allied companies—which provides facts about 
family medical costs and how they are being met. 
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No. 3—What Does It Cost to Get Sick? 


A many USS. families operate 
on a budget and most of our budg- 
ets, for all the jokes we make about 
them, are pretty sturdy affairs. They can 
withstand an occasional spending spree, 
a new dress that cost twice what it ought 
to, or even one of those weddings that 
grow and grow. There's only one thing 
that most of us say we just can’t afford 
and that is to get sick. 


You don’t really have to be very sick, 
either, before it begins to hurt. As a na- 
tion, we spend $10.2 billion for personal 
health services every year. For most of 
us it doesn’t mean that we have suffered 
some family tragedy. Our part in that 
staggering bill usually indicates only 
that we had a “bad” winter. You had a 
touch of pneumonia and, afterwards, 
had to have a tooth pulled. Your wife 
fell down the cellar stairs and sprained 
her ankle. Both the kids had chicken 
pox and one had his tonsils out. Not 
much—but enough to snow you under 
financially. 


Where the Money Goes 


The money goes, principally, to those 
who render the most service—to our 
nation’s physicians, who receive $3.8 
billion and to our hospitals who receive 
$2 billion. Next come the dentists, who 
get $1.6 billion. Druggists receive $1.5 
billion for filling prescriptions—which 
range from the newest antibiotics, or 
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“wonder drugs,” to all kinds of medi- 
cines prescribed by the family doctor 
for home medication—and for selling 
your standard home remedies like as- 
pirin and cough syrup and, finally, $1.3 
billion is spent for wheelchairs, crutches, 
casts, laboratory tests, special nursing 
and other extras. 

This is how the average American 
spends his own medical dollar: 

These are sums which came directly 
out of your pocket. They do not include 
direct services paid by government at 
all levels, nor do they cover medical ex- 
penditures by private charities, nor pay- 
ments made under workman’s compen- 
sation. 

The figures, gathered in a recent sur- 
vey on behalf of Health Information 
Foundation by the University of Chi- 
cago’s National Opinion Research Cen- 
ter, show that maintaining and restoring 
good health adds up to about $200 per 
year for the average family—some pay 
less, some more, some pay nothing. For- 
tunately, nearly 90 million of us now 
carry some form of voluntary health in- 
surance and about 22% of the costs for 
those families who have insurance 
(about one and a half billion dollars) 
were promptly met by insurance com- 
panies, Blue Cross, Blue Shield, and oth- 
er plans. Only a few insurance plans 
cover all medical expenses, but progress 
in that direction is encouraging. 





How Families Benefit 

At present 5 out of every 10 families 
with hospital insurance who received 
benefits had 89% or more of their hos- 
pital bills covered. Only 1 out of 10 had 
less than 40% of their bills covered. As 
to surgical insurance benefits, 5 out of 
10 families had 75% or more of their 
surgical bills paid, while only 2 out of 
every 10 had less than 40% of their 
bills covered. Obstetrical fees for doc- 
tors are 25% covered by insurance, and 
other physicians’ charges are 13% met 
by insurance payments. 

There are as yet no figures to show 
how high the nation’s medical bill would 
be if every family were willing and able 
to seek maximum personal health serv- 
ice. At the moment, people with volun- 
tary health insurance are also those who 
make the most use of hospitals, doctors 
and medication. Health Information 
Foundation, a non-profit, public service 
organization, reports that its survey 
found families with insurance now 
spend more than twice as much money 
on health service as those without. These 
insured families also use twice as much 
dental care, although that is not insured. 
There is little doubt that these people 
are in better health and will have fewer 
serious illnesses than those who post- 
pone or avoid medical care. 


Distribution of Medical Dollars 

If you are still mentally trying to fig- 
ure out who gets your $200—more or 
less—per year, the report says that, not 
counting the help you get from your 
health insurance, your medical dollars 
are going this way: Your local hospital 
gets $42 each year, your doctors get $75. 
You and your family spend $33 at the 
dentists, pay the druggist for medicines 
about $31 and spend $26 for other med- 
ical goods and services. 

There are many types of insurance 
offered to help you meet these payments. 
It is important that you get your insur- 
ance from a reliable source and that you 
buy the kind you and your family are 
most likely to need. Your employer, 
hospital, family doctor, reliable insur- 
ance broker, or representatives of Blue 
Cross or Blue Shield are ready to give 
you helpful advice. 





“When Medical Emergency Strikes” 
will be the subject of the next article 
in this series. 
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WANTED: SECRETARY TO SPEND $1,000 


Some lucky secretary who has dreamed about 
spending a vacation in Paris, London, Brussels and 
other glamorous European capitals will soon see her 
dream come true, and it won't cost a dime. For par- 
ticulars, see Mosler Safe Company advertisement on 
inside front cover. 


Having 


attendance 





















troubles? eee 
Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
60¢ at all stationers 


by MARIE N. GorGAs 
President, NYSD 


Here are a few hints to help you solve the problem 
of how to get better attendance at chapter meetings: 


1. PLANNING is important ... plan your program well 
in advance. 


2. ADVERTISE .. . it pays to advertise! Have a good | 

publicity chairman to keep your chapter activities on | 
the front page of your local newspaper . . . keep your 
local radio station informed of your doings . . . a tele- 

phone committee is good for making direct contacts to | 

announce meetings and relay special information to | 

chapter members. | 

| 

| 

| 








and typewriter dealers 





. FELLOWSHIP . . . know your members—all of them 
.. . have name tags to identfy each member so no one 
is embarrassed at not knowing the new (or old) NSAers. 
Here is an idea: have your social committee designate 
a secret handshaker before your meeting . . . this stim- 
ulates good fellowship and cordiality. Have a drawing 
for a prize but with the stipulation the winner must have 
shaken the hand of the secret handshaker. 

4. DOOR PRIZES . . . always a good idea—try it at your 
next meeting. 

. VARIETY ... is the spice of life! Make your meetings 
different . . . the usual dinner meeting and speaker gets 
monotonous .. . try putting on a skit—visit your news- 
paper—tour a local plant or historical buildings in your 
community. Contact the proper authorities, they are al- 
ways more than happy to show off and explain their 
wares. 
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AMERICA'S GREATEST TELEPHONE 
DIRECTORY-CATALOG SYSTEMATIZER 
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6. PARTICIPATION .. . are all your members getting on 
i nd entering into the discussions at your meet- 

om feet 2 shave B} me we seg . y ‘ SECRETARIES: Does your boss know how the new Steel- 
ings? Invite ye members to participate in the discus- master Directoire can save work, time and effort? It brings 
a plan it so they are drawn into the discussion everything desk-side under fingertip control on silent speedy 

i casters, and is wonderful for getting all work done better . . . 
a eis CoDAFERONIRERE . . . help a members wl faster .. . easier. Pays for itself in savings. New colors—Grey, 
§ain poise and confidence by having them participate in Green, Frost Tan, Frost Green to match office hgrmonies. 
your programs. Write today, Dept. 63, for free folder on the Mobiler Directoire. 

, P AT YOUR FAVORITE OFFICE FURNITURE DEALER 

Try the above hints. . . if you are not already prac- 
ticing them . . . and watch the results. f/m art steel co.,inc.,170 w. 233rd st.,n.y.63 | 
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PRING is an adventure in Switzerland. 
Here in this land of mountains and 
snows and deep green valleys folklore 
flourishes. And, mixed with the warm 
gratitude of a people who have lived 


for 500 years in peace, the sober winter 
yielding to the brilliant spring brings 
forth a heartfelt outburst of gaiety. 


Spring is a miracle of beauty in the 
Swiss Alpine realms. But it is also an 
exciting scene in the lower areas. In the 
country’s Southland, camellias, mimosas, 
magnolias, wisterias, azaleas and rho- 
dodendrons attain a magnificence that 
is scarcely equalled, while above Mon- 
treux on Lake Geneva the narcissus 
fields are irresistible to beauty lovers. 


Quaint customs and festivals are in- 
separable companions in springtime in 
Switzerland. One of the oldest originated 
in the Roman era and takes place on 
March Ist in the Engadine when snow 
still covers the ground. It is the Chalan- 
da Marz (Ceremony of the Cowbells). 


Boys carrying cowbells of various 
size and garbed as herdsmen make a 
morning house to house call for an offer 
of thanks that winter is about to depart. 





Cookies, fruit and other delicacies are 
distributed with smiles. These are gath- 
ered and shared at a jolly supper for the 
young people in the evening. Dancing 





and merry games follow. 


Toward the end of April Zurich pays 
its own strange tribute to spring. The 
celebration opens with a children’s pa- 
rade in which flower-bedecked floats 
bearing the Goddess of Spring and her 
attendants are towed through the streets. 


In this happy procession is the weird 
and frosty figure of Boogg, a symbol of 
winter. Made of wood and covered with 
cotton wool, his insides are stuffed with 
fire-crackers. In the evening following 
the colorful cavalcade of the ancient 


guilds and when the clocks strike six, 
Boogg expiates his wrong-doings; he is 
set afire. Amid the flare of the flames 
and the bursts of the fire-crackers, a 
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company of horsemen in flowing white 
garb circle the pyre. In the hills and 
mountains around companion fires flare 
up and a night festival climaxes the day. 


Easter is a particularly happy season 
in Switzerland. In the Lake Lucerne re- 
gion the entry of Jesus into Jerusalem 
on Palm Sunday is reverently depicted. 
Gaily trimmed palm trees fashioned of 
holly branches are carried to the church 
on Palm Sunday. After the Parish Priest 
has blessed the palms the carriers and 
the congregation walk in a slow proces- 
sion around the church. On Maundy 
Thursday the humble rite of feet wash- 
ing is still performed in some localities, 
especially in the Italian speaking canton 
of Ticino. Here, too, a wooden replica 
of the Holy Sepulchre is mounted in the 
Church Choir and on Good Friday the 
worshippers, clad in deep mourning, pay 
their respects at this improvised shrine. 


The village of Flums near the Wal- 
lensee has a remarkable celebration be- 
fore Ash Wednesday. People masquer- 
ade in wooden masks of a great variety. 
There’s a “mask of justice,” a “war 
mask” designed to scare foes, a “death 
mask” intended to protect the departed 
against enemy powers on their journey 
to the unknown—and so on. It is an 
outgrowth of the ancient days when 
men fashioned and painted hideous 
masks in order to combat evil with evil. 
Many of these masks are family heir- 
looms and have been brought out yearly 


for centuries. 


Another custom for celebrating the 
coming of Lent takes place in the Loet- 
schen Valley. Here young girls have 
knitting and sewing bees in a home in 
their village. Here they await brothers 
and sweethearts disguised in garments 
of sheep or goatskins with rags wrapped 
around their feet or legs and with a long 


rough stick in their hands. 


At Einsiedeln, the historic pilgrimage 
resort, pre-Lenten doings culminate in 
the so-called “Distribution of Bread.” 
The masqueraders first perform some 
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old dances in the Abbey Square and 
then call upon all the bakers in the town 
for donations of bread. School boys vol- 
unteer as carriers of the well-filled bags, 
and special bell-ringers—cowbells, in 
this instance—march through the streets 
and lanes of Einsiedeln to invite the 
people to come to the open squares 
where loaves of bread are to be tossed 
out from specially erected platforms. 
Every family receives several loaves and 
the day ends with happy gatherings in 
the homes and inns. 


Highlight of the pre-Lenten festivi- 
ties in Lucerne is a celebration that goes 
back to medieval days, with archery and 
wrestling matches, open-air theatricals 
and masquerades. Lucerne citizens in- 
vite people from neighboring towns and 
the latter, in turn, stage similar affairs 
to which Lucerners are invited. 


Climax of carnival festivities in Switz- 
erland is the Basel Carnival, known 
throughout Europe for its art and wit. 
In preparation for this gay event groups 
are formed and costumes are fashioned 
with the greatest secrecy. Clever illu- 
minated posters and lanterns make fun 
of all that happened in the city during 
the past year. Blunders of the town 
council and of magistrates are revived, 
and whosoever provided food for the 
gossips or disturbed the peace of the 
citizens gets some sarcastic knocks. 


Spring has always been a joyous sea- 
son in the Alps, the bright yellow colts- 
foot and the marsh marigold leading the 
parade of blossoms. For Switzerland has 
flowers to dazzle one; as you remain 
there a while the blooms issue forth in 
a veritable parade. Presently armies of 
crocuses proclaim their occupation of 
the wide spaces. Then follow modestly 
the daisies and by the end of March the 
furry anemones. Later, the blue gentiens 
and a variety of Alpine primulas make 
their bow. 


There is probably nowhere on earth 
so colorful and exciting a spring season 
as you find in Switzerland. 























Members ‘of the honor guard, wearing medi-. uJ 
eval costumes, assemble for.an open-air par- _ 
liament session in Sarnen’s main square. 





As in the pre-Christian 
symbol of winter, is set 


company of horsemen circles 
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ie THE December 1954 issue of The Secretary we dis- 
cussed a simple emergency situation which required 
immediate planning and action for survival. This is the 
“brush-fire” approach to budgeting, which means that no 
objectives are established or plans to attain them are made 
except where there is a fire or other emergency situation. 
If we deal only with emergencies, we will find ourselves 
constantly harrassed by increasing numbers of them. For 
example, a stenographer driving down a highway who de- 
cided to turn the steering wheel only to avoid an accident 
would find herself zig-zagging back and forth. She would 
also be a nervous wreck after five miles, if she went that 
far! Compare her situation with the secretary who stays in 
her lane, anticipates the need for turning by looking ahead 
and uses the wheel to control the direction of travel. The 
secretary can drive hundreds of miles without fatigue. 

Budgets are the steering wheels or instruments of con- 
trol for business enterprises. If they are used only in an 
emergency, the management and employees will be run- 
ning around like firemen to keep the business going; if 
budgets are used constantly, the business should go smooth- 
ly to its goals. 

The principal objective of all business enterprises is to 
earn a profit. Other allied objectives might be to reduce 
the accident rate, improve the cash balance, pay off debt 
and so on. 

Assume we have a small manufacturing company pro- 
ducing one product; let's see what steps must be taken to 
attain the profit goal. First the management must decide 
how much profit it wants to make. This might be an arbi- 
trary percentage of the invested capital, say, 10%, or it 
might be a 5% increase over last year’s earnings. Assume 
the profit goal amounts to $100,000 for the coming year. 
Working backwards with a hypothetical profit and loss 
statement and assuming a 50% income tax rate, we would 
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simplified for the busy secretary 


ow 





by WALTER R. STROTHMAN, C.P.A. 


conclude that the profit before taxes will have to be 
$200,000 ($100,000 divided by 50%). If all our fixed 
expenses and overhead (see The Secretary for June 1954) 
amount to $150,000, we would say that the gross margin 
would have to equal $350,000 ($200,000 plus $150,000). 
You will recall that gross margin is the difference between 
selling price and direct cost. If the gross margin per unit 
were $1.00, we would say that 350,000 units must be sold 
in 1955 to produce a net income of $100,000. The project- 
ed income statement would then be as follows: 


Estimated sales 350,000 units at $3.00 $1,050,000 
Less—Direct cost 350,000 units at $2.00... 700,000 
Gross margin 350,000 units at $1.00 350,000 
Less fixed expense 150,000 
Operating profit PeNred et 200,000 
Estimated income tax at 50% 100,000 
Estimated profit $ 100,000 


At this point, the sales manager should be consulted to 
learn his estimate of next year’s gross sales. He may say 
that he can sell 400,000 units or he might say that only 
300,000 units can reasonably be expected to be sold. The 
unpredictable nature of sales discourages many business- 
men from any budget activity. However, in most industries 
normally a good sales manager will be able to make reason- 
able estimates within a range of, say, plus or minus 20%. 
For example, if he estimated that 400,000 units can be 
sold, the actual results should be not less than 320,000 units 
nor more than 480,000 units. 
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Since we cannot usually obtain an exact sales forecast 
and because the sales estimate is the key to all other profit 
budgets, an element of flexibility must be introduced. This 
is done by establishing several budgets at various sales 
volume levels, so that the related costs and expenses at each 
level may be budgeted realistically for that volume. For 
example, it would be senseless to budget overhead expenses 
for a volume of 300,000 units in the same amount as over- 
head expenses for a volume of 400,000 units. In other 
words, some modification in spending habits must be made 
if the sales volume fluctuates greatly from the normal ex- 
pectancy. Thus, the plant manager might be expected to 
effect economies in maintenance expense if production vol- 
ume dropped 40%, whereas he might be authorized to en- 
gage extra workers if volume increased by 40%. Similarly, 
the administrative departments are expected to make rea- 
sonable adjustments in their spending habits under varying 
circumstances. The signals for making these adjustments are 
set forth in the flexible budgets. The over-all flexible budg- 
ets can be established at intervals of plus or minus 10% of 
normal for convenience in administration. For example: 


Budget Report — Department A 
February 1955 


Expense 
Classification Actual Budget Variance 
Salaries ... $ 500 $ 500 -- 
Wages 5,000 5,000 — 
Overtime 100 == (100) 
Supplies 1,500 1,350 (150) 
Power, Etc. 110 120 10 


The department head is required to account for or ex- 
plain all important variances (unfavorable ones are in 
brackets) to his immediate supervisor. If the explanation 
involves a condition beyond the control of the responsible 
supervisor, it is brought to the attention of the succeeding 
higher echelon, in turn, until a revision in the condition, 
or a revision in the budget may be authorized. If the un- 
favorable variance results from careless or inadequate super- 
vision, steps can be taken to correct that condition by the 





—20% —10% 
Sales Umits ..0.....-.ccccscscsn 320,000 360,000 
Sales at $3.00 per uit .....$960,000 $1,080,000 
Direct COSC ..cccscccsssstsssns. 640,000 720,000 
Gross margin ..................$320,000 $ 360,000 
Factory expense 60,000 70,000 
Factory profit -. 260,000 $ 290,000 
Selling and ad- 
ministrative expense... 70,000 74,000 
Operating profit .............. $190,000 $ 216,000 
Income tax 95,000 108,000 
Net income ... $ 95,000 $ 108,000 


Normal +10% +20% 
400,000 440,000 480,000 
$1,200,000 $1,320,000 $1,440,000 
800,000 880,000 960,000 
$ 400,000 -$ 440,000 $ 480,000 
75,000 80,000 85,000 
$ 325,000 $ 360,000 $ 395,000 
75,000 76,000 81,000 
$ 250,000 $ 284,000 $ 314,000 
125,000 142,000 157,000 
$ 125,000 $ 142,000 $ 157,000 





In actual practice, each department head and each super- 
visor responsible for income producing or spending deci- 
sions will be asked to participate in preparing his own 
budgets for certain assumed future conditions such as so 
much sales volume, so much production volume and so on. 
The individual estimates will be reviewed and revised in 
numerous conferences, at all levels. The final amounts budg- 
eted for each type of income and expense in each depart- 
ment and sub-department are eventually agreed to by the 
top management. The budgets must take into account not 
only the estimated sales and production volume, but also 
such things as future wage and salary rates, depreciation on 
new equipment to be purchased, price changes, both in 
sales and purchases, etcetera. 

At the end of each budget report period (may be quar- 
terly, monthly, weekly or even daily) each responsible de- 
partment head is given a report comparing his actual re- 
sults with the budget. Usually, a variance column is pro- 
vided to show the amounts by which actual results are over 
or under budget. For example: 
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next higher echelon. All of the departmental reports are 
often combined and condensed into a single report to top 
management, with explanations and statements of action 
taken to prevent recurrence of unfavorable variances. Thus, 
all lower echelons of management are apprised of condi- 
tions adverse to the accomplishment of the goal before they 
become serious enough to be considered emergencies. 
Orderly steps can then be taken to correct or at least mini- 
mize the effect of them. 

From the foregoing extremely brief and simplified sum- 
mary, we can see that budgets are enormous time-savers for 
management. The budget is, in reality, a series of standing 
instructions to the organization by means of which all super- 
visory personnel know what is expected of them and how 
well they are measuring up currently. Management can con- 
centrate its attention and efforts on the trouble spots and 
correct them before they become serious. By correcting the 
relatively small variances as they appear, management is 
assured of attaining its objective with the least disruption 
to the organization, its customers, suppliers and creditors. 
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By H. A. DAMMINGER 


(Reprinted by courtesy Systems magazine.) 


IMPLY stated, Completed Staff 

Work means doing a thorough job, 

exactly to the boss’ specifications. 
The subordinate who does completed 
staff work relieves his superior of any 
necessity to question the quality of his 
work—gains his superior’s trust and 
confidence. 


The boss, too, has a vital part to play 
for completed staff work is a two-way 
relationship between superior and sub- 
ordinate. The subordinate does the work, 
but it is the superior who assigns the 
work to him. And it is the part played by 
the superior—his manner and method 
of assigning work — that can make 
completed staff work simple and useful 
or complex and wasteful. 


Practically all of us are, during the 
course of a day, both superiors and sub- 
ordinates. We assign jobs to our sub- 
ordinates and we, ourselves, are given 
tasks by our superiors. It is necessary, 
therefore, to see both sides of the coin 
at all times. Heads—you assign a job 
and expect completed staff work; tails— 
you are given a job and are expected to 
produce completed staff work. 


A fine set of principles already exists 
to guide us in our role of subordinate: 
work out all details; study, write, re- 
study, rewrite; present a single coordi- 
nated proposal; advise the chief what to 
do. Now we need only a companion set 
of principles to guide us when we are 
cast in the role of superior. 

1. To know the problem is the first 
of these principles. Obvious? Of course, 
but how many times are you, as the 
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superior officer, not too sure of just 
what you are looking for? 

It is as simple as this—if you do not 
know, how can your subordinate? 


Perhaps the basic problem may be 
merely to find out whether or not there 
is a problem. Then why not be frank 
and say so? You may really have two 
problems. The first is to find out whether 
there is a problem. 

2. Make one individual responsible 
for the solution. During World War II 
a high ranking officer asked me to par- 
ticipate in one of his staff meetings. For 
almost an hour he discussed a most seri- 
ous personnel problem that badly need- 
ed a suitable remedy. 

Walking back to my office after the 
meeting, I heard one of his staff officers 
ask, “Who has the ball on this one?” 
Apparently everyone—and that meant, 
of course, that no one individual felt in 
any way responsible for doing the job of 
research and investigation required be- 
fore a sound and workable solution 
could be reached. Completed staff work, 
in this case, was less than a pious hope. 


Clearly Stated Problem 

3. State the problem clearly, precise- 
ly; explain reasons, background; limit 
the area to be studied. Having followed 
steps one and two, you are ready to ex- 
plain the job to be done. Of special im- 
portance is the “why” of the problem. 
If you know what is behind the prob- 
lem, tell your subordinate. If you do 
not know why there is a problem, you 
had better find out. 





Limit the field of study as much as 
you can. Delving too far into a problem 
can be endless and a useless task; it is 
always possible to dig a little deeper and 
a little wider. So suggest a few areas to 
avoid. “Don’t look into this or that” can 
sometimes be as good advice as positive 
suggestions. 

4. Give from your knowledge and 
experience in the problem. You have 
learned a lot about your work. Pass it 
on to your subordinate. Save him the 
time and effort of pioneering along a 
road you have already traveled. 

5. Set a time limit, or request the 
assignee to estimate a completion date. 
Here is another “must.” Give your sub- 
ordinate the time he needs to do an ade- 
quate job. “If you want it bad, you get 
it bad,” is a frequently heard caution. 

On the other hand, you must make 
certain that your subordinate realizes 
that you need the completed answer by 
a certain date. Assigning a task without 
a deadline for completion is like being 
asked by a friend “to come over to din- 
ner sometime.” Its very indefiniteness 
provokes a feeling of insincerity and un- 
importance. 


Make Yourself Available 

6. Assure your subordinate that you 
are available for discussion as work pro- 
gresses. This step provides the flexibility 
that any good plan needs to be work- 
able. Despite all your efforts to explain 
the problem, its whys, wherefores and 
limitations, you can be sure that ques- 
tions which only you can answer will 
arise as the study progresses. 

The English language is deceiving 
and confusing. What you said and what 
he understood it to mean may be along 
two very different lines. Being available 
for discussion does not mean that you 
are going to do your subordinate’s think- 
ing for him. But you should make him 
feel that if he gets stuck, you are still 
his guiding star. That's why you are the 
boss. 

Remember that the caliber of the 
completed staff work you receive is in 
direct ratio to the guidance you give to 
obtain it. It is a two-way proposition— 
any way you look at it. 


The Secretary 
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UNDERWOOD PORTABLE 


Underwood Corporation now offers a lower 
priced portable with tabulation feature usual- 
ly available only on higher priced models. 
This new Underwood Universal portable, 
soon available throughout the country, gives 
dealers two different portables with tabula- 
tion—the Universal in the medium priced 











range and the advanced design Deluxe model. 
The Universal also offers a balanced segment 
shift, carriage centralizing lock, exclusive See- 
Set margins, single, double and triple spacing, 
touch tuning, standard spaced keyboard of 
finger form keys, automatic ribbon reverse 
and margin release key controlling both right 
and left margins. 


QUALITY DUPLICATING 
New 12-page book by Columbia Ribbon & 
Carbon Mfg. Co., Inc., Glen Cove, N. Y., 
offered free of charge to hectograph users. 
Titled, “Quality Duplicating with Hecto- 
graph,” it is complete with photos and filled 
with helpful tips to users of spirit duplicating 
machines for producing the best possible 
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hectograph duplicated copies. Details of pre- 
paring the master, machine operation, adjust- 
ment of controls, proper selection of fluid 
and copy paper and a discussion of the sig- 
nificance of impress printed hectograph mas- 
ters in business systems operations qualify 
the book as an invaluable aid for every spirit 
duplicator user. 


PENCIL-POINT PEN 
Reliance Pencil Corporation, Mount Vernon, 
N. Y., introduces new QUILLETTE ball pen- 
cil, “the pen that writes as smooth and com- 
fortable as a pencil,” featuring full length 
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ink cartridge inside a light wood stem. Pen 
starts writing instantly, writes smoothly for 
months, needs no refilling. Can’t drip, smear 
or transfer. Permanent ink colors of blue, red 
and green, with attractive enamel finish. 


NAME MEDALLIONS 


Engraved solid brass Name Medallions iden- 
tify doors and desks with dignified, enduring 
beauty. Black for easy reading, the wording, 
up to 15 letters and numbers, is engraved in 
a solid brass bar with anti-tarnish satin fin- 
ish. Style F (right) fits any flat surface such 
as door, wall or edge of desk. Its special ad- 
hesive cushion sticks to wood, glass, plaster 
and rough bricks. Style KW for desks, etc., 
(left and below) is set out from a block of 








solid dark walnut with hand-rubbed oil fin- 
ish. Style F is 7” long x 1” high; style KW, 
814” x 2”. Made by Spear Engineering Co., 
Colorado Springs, Colo. 


SPEEDY COMMUNICATIONS 

New York Civilian Defense Authorities use 
Old Town Dupliforms and Spirit Duplicating 
Machines for producing multiple written com- 
munications. Twenty-five Old Town Model 
9H Duplicators have been placed at strategic 
communication centers throughout the city. 
In the event of emergency the Dupliforms, 
pre-printed forms with distribution and other 
important information already included, can 
be quickly prepared by filling in the message; 
and necessary copies duplicated immediately, 
ready for distribution to all emergency sec- 
tions. In several test runs, it was found that 
through the use of copies made from the 
Dupliforms, each department—Fire, Police, 
etc.—was quickly advised of the emergency 
situation. 
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with 18; Illinois fourth, with 17; and Minnesota and Ohio 
tied for fifth place, with 15 each. 

The certificates of the 1954 CPS holders will be awarded 
this month at NSA chapter meetings or, in instances where 
that may be impossible, they will be sent directly to the 
successful candidate. 

The Institute for Certifying Secretaries is proud to an- 
nounce the following 1954 CPS winners: 


HE NUMBER of Certified Professional Secretaries now 
totals 582. Two hundred twenty-one women and one 
man passed the 1954 CPS examination. Approximately one- 
fourth of those taking the examination successfully passed. 
The percentage of those passing each section ranged from 
40 to 60. 
This year Texas ranked first in the number of CPS hold- 
ers, with 25; California second, with 19; New York third, 
Henderson, Louise F. 


Cassidy, Florence A. Evans, Kathleen B. 


Absalom, Catherine , 
Martins Ferry, Ohio Rockford, Ill. Lincoln, Neb. Dallas, Texas 

Adams, Betty M. Catala, Athena I. Ewert, Jean Herrburg, Marian E. 
Hermosa Beach, Calif. w York Sse, B. : A Bay City, Texas Chicago, IIl. 


— Kathleen G. 
Jersey City, N. J. s Angeles, Calif. 
Farrell, Anna L. suahechow. Evelyn 
Mobile, Ala. Arcadia, Calif. 
Farris, Virginia E. Holzem, Jean H. 
Birmingham, Ala. a. _Minn. 
Horner, Dora C 


Adams, Helen F Chalmers, Evelyn Famular, Barbara 


Chicago, IIl. Newark, N. J. 
Alati, Carmela M. Chandler, Ada Bob 
Niagara Falls, N. Y. Dallas, Texas 
Allain, Patricia C Cleveland, Birgie F. 

Willimantic, Conn. Knoxville, Tenn. 


Bacon, Betty June Clinton, Nellie Fernambucq, Laurine 
Prairie Village, Kans. Tulsa, Okla. Comstock Park, Mich. Lubbock, Texas 
Baker, Marjorie Conroy, Kathleen B. Forrest, Mary Hulderson, Marie 
Greystone, R. I. Wichita, Kans. Richmond, Va. oines, Iowa 
Bayless, Etta S. Crawford, Margaret M. Fournelle, Rose ———. Alice 
Elkhart, Ind. Brooklyn, N. Y¥. Se. Paul, Minn. s Angeles, Calif. 
Beck, Lovetta Culliton, Ann M. Fritts, Louise — Mastey. Cecile 
Alton, Ill Detroit, Mich. Greensboro, N. C. Detroit, Mich. 
Begley, Mary Louise Cummins, Kathleen N. Gaylord, Helen E. Kahler, Elaine 
nta Fe, N. M. Brighton, Mass. Akron, Ohio Columbus, —" 
Beig, Margaret ee , Dalton, Margaret Gilman, Susan Wood Keith, Margie M 
Richmond Hill, L. L., N. Y. Se. Paul, Minn. Newington, Conn. Nashville, Tenn. 
Bell, LaHoma Davis, Clara Mae Glover, Bille C. Kellar, Hazel A. 
Tulsa, Okla. Matteson, IIl. Tuskegee, Ala. Portland, Ore. 
Bell, Lois M. Davis, Frances E. Gothard, Nita B. King, Niletta Y. 
Adianta, Ga. Phoenix, Ariz. Fort Worth, Texas Cumberland, Md. 
Blaylock, Lillian M. Debacher, Marjorie “. Gould, Mary Klepl, Frances M. 
; Lima, io Se. Paul, Minn Los Angeles, Calif. 


Chapel Hill, N. C 

Bloxsom, Sylvia K. 
e City, Kans. 

Boles, Mrs. J. R. 

Greensboro, N. C. 
Bond, Viola 

Des Plaines, Ill. 
Boon, Mildred A. 

Roanoke, Va. 
Bosworth, Mary E. 


Wichendon Springs, Mass. 


Boynton, Eleanor F 
Glastonbury, Conn. 
Brinikman, Mary 
Jacksonville, Fla. 
Brown, Helen M. 
Scarsdale, N. Y. 
Buchholz, Bianche C. 
ooster, Ohio 
Bump, Alice V. 
estmoreland, Calif. 
Burnett, Alice L. 
rooklyn, N. Y. 
Campbell, Elizabeth 
San Antonio, Texas 
Camps, Vivienna M. 
Washington, D. C. 
Carter, Dorothy B. 
Fullerton, Calif. 


Demke, Lillian E. 


West Hartford, Conn. 


Denton, Naomi 
Bridgeport, Conn. 
Dion, rtrude 
Providence, R. I. 
Dodd, Alice 
Baltimore, Md. 
m, Jean 
Columbus, Ohio 
Dray, Ruth 
Chicago, Ill. 
Dwyer, Josephine M. 
Endicott, - 
Dwyer, Mary L. 
Endicorr, N. Y. 
Eickenberg, — G. 
Pittsburgh, 
Eddington, Emily D. 
Burbank, Calif. 
Elam, Frances W. 
Nixon, Texas 
Embree, Marjorie E. 
Newton, Mass. 
Ericson, Margaret M. 
Long Beach, Calif. 
Essler, Ethelyn N. 
Minneapolis, Minn. 


Grisham, Jay Lonnie 
e Jackson, Texas 
Guempel, Gretchen J. 
Los Angeles, Calif. 
Gundlach, Betty 
Newark, Ohio 
Hallmark, Betty 
lanta, Ga. 
Hampton, Charlotte B. 
Everette, Mass. 
Hardin, Marianne K. 
Chattanooga, Tenn. 
aes Velda R 
ichita, Kans. 
Harper, Alberta G. 
Spokane, —. 
Harris, Doroth 
Middletown, "Ohio 
Hayes, Mary P. 
Nampa, Idaho 
Head, Mary Jane 
Bloomington, Ind. 
Heinselman, Jean 
Houston, Texas 
Helmer, Dorothy A. 
St. Paul, Minn. 


Kregel, Anna May 
insas City, Mo. 
Kuehn, Ruth M. 
Berkeley, Calif. 
Kurtz, Jeanne V. 
Los Angeles, Calif. 
Ladd, Frances Gray 
Niagara Falls, N. Y. 
Lambert, Mary H. 

St. Paul, Minn. 
Lashbrook, Alberta L. 
Waukegan, IIl. 

Lavelle, Eleanor 
Port Arthur, Texas 
Layshock, 
Youngstown, Ohio 
Lehnert, Marie 
Baltimore, Md. 
Leonhardt, Mary A. 
Morganton, N. C. 
Lewis, Alice 
New York, N. Y. 
Lewis, Martha W. 
Marietta, Ga. 
Lewis, Rosanna 
Chattanooga, Tenn. 
Liese, Dorothy I. 
Arlington, Calif. 
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Lindenfelser, Catherine 
errick, N. 
Lindgren, Olvia I. 
St. Paul, Minn. 
Liewiller, Eunice 
Denver, Colo. 
Locke, Virginia A. 
Hudson, Ohio 
Lyons, Lola M. 
Long Beach, Calif. 
Madison, Mary S. 
Houston, Texas 
Marchant, Martha B. 
Omaha, Nebr. 
Marsh, Jean M. 
Bridgeport, Conn. 
Mason, Weymuth 
Atlanta, Ill. 
oy Mathilde C. 
Peori: 
McClellan, Martha H. 
con Erl .% 


Melon, Julia C. 
Jackson, Miss. 
McInnis, Josephine 
San Antonio, Texas 
MacLean, Norma 
Arlington, Fla. 
McManus, Pearl 
Wichita, Kans. 
McMorrine, Jane E 
Denver, Colo. 
McNair, Lucie 
League City, Texas 
Macpherson, Gladys E 
Milwaukee, Wis. 
Martin, Ercile H. 
Birmingham, Ala. 
Merlina, I[llian 
Woodhaven, N. Y. 
Metzger, Viola 
Toledo, Ohio 
Metzner, Carmen 
Clifton, N. J. 


Phoenix, Ariz. 
Miller, Elizabeth D. 
Rivera, Calif. 
Miller, Virginia A. 


Highland Park, Mich. 


— Jean M 
t. Paul, Minn. 
Moliter, Edith M. 
Seattle, Wash. 
Morrison, Ethel 
Arlington, Va. 
Mosley, Elizabeth 
tlanta, Ga. 
Mundell, Jane L. 
nver, Colo. 
Murray, Irene 
Thomasville, N. C. 
Muterspaugh, Berty L. 
Anderson, Ind. 
Newcomer, Alice 
Houston, Texas 
Newsom, Ruth Linda 
Corpus Christi, Texas 
Nichols, Viola 
Peoria, Ill. 
Norman, Onida L. 
Stillwater, Okla. 
Norquest, Naomi 
Kansas City, Mo. 
Norris, Margery 
League City, -Texas 
Norton, Evelyn E. 
Wichita, Kans. 
Norton, Madeline A. 
Broad Brook, Conn. 
Nowell, Katherine B. 
Charlotte, N. C 
Nugent, Mary 
Paterson, N. J. 
Ober, Lillian R. 
Long Beach, Calif. 
Olyer, Beatrice L. 
College Station, Texas 
Omo, Patricia 
Houston, Texas 
Orgill, Jeanette B. 
Venice, Calif. 
Oyler, Marian W. 


York, Pa. 
Parker, Elizabeth * 
Chapel Hill, N. 
Pecoraro, on 
Providence, R. I. 
Phelps, Eileen B. 
Bloomfield, Conn. 
Perish, Mary 
Minneapolis, Minn. 
Pisarczuk, Harriet H. 
Chicago, Ill. 
Preiss, Emma 
Maspeth, N. Y. 


The Secretary 


Puterbaugh, Betty L. 
Elkhart, Ind. 
Rabbino, Louise 
Philadelphia, Pa. 
Rabenhourst, “— 
Mitchell, S. 
Ranta, Mary H. 
Washington, D. C. 
Reichenbach, Marjorie 
Manchester, Conn. 
Reid, Amy S. 
Rochester, N. Y. 
Reum, Bernadine 
Washington, D. C. 
Reymonds, Martha 
Hunssville, Ala. 
Richards, Jeannette 
Chicago, Il 
Rinehart, Cecilia 
erriam, Kans. 
Rosell, Mabel 
Indianapolis, Ind. 
Runnels, Audrey 
Anoka, Minn. 
Russell, Sue 
Minneapolis, Minn. 
Sackerson, Elizabeth V. 
Cleveland, Ohio 
Sampson, Lucille C 


Rego — N. Y. 
Schleider, Lea H. 
Houston, Texas 
Schneider, Ardene E. 
Sueur, Minn. 
Schnirring, Mary R 
Springfield, Ill. 
Schoessow, Esther 
Milwaukee, Wis. 
Seibert, Alice R. E. 
Baltimore, Md. 
Selsor, Gwendolyn 
Kirksville, Mo. 
Shellhammer, Nora 


r, Ill. 
Smith, Alberta L. 
ston, = 
Smith, Edith A 
Roslyn Heights, M.. ¥. 
Smith, Helen 
Detroit, Mich. 
Sole, Virginia M. 


Jackson Heights, N. Y. 


Spencer, Betty D. 
Washington, D. C. 
Staples, Dorothy D. 
noxville, Tenn. 


Chattanooga, Tenn. 
Stewart, Mary 
an Francisco, Calif. 
Summers, Laura 
Laramie, Wyo. 
Sunden, B. Katherine 
Milford, Conn. 
Super, Mary E. 
Houston, Texas 
Sutton, Janice E. 
Dunkirk, Ind. 
Taips, Iona 
Cleveland, Ohio 
Thompson, Margaret W. 
ton, Mass. 
Tribble, Mrs. T. E. 
Beaumont, Texas 
Tweedy, Olatha M. 
Iowa City, Iowa 
Victor, Ceil T. 
Minneapolis, Minn. 
Wall, Ann Dabney 
Memphis, Tenn. 
Wall, Eleanor R. 
Rumford, R. I. 
Ward, Doris B. 
Elmwood, Conn. 
Warlow, Virginia R. 
Providence, R. I. 
Wern, Paulyne D. 
Galveston, Texas 
White, Opal Ehlers 
Houston, Texas 
Willard, Vyrne M. 
nver, Colo. 
Williams, Ruth 
Houston, Texas 
Williams, Dolores F. 
Tulsa, Okla. 
Wilson, Felda B. 
Long Beach, Calif. 
Wurzburger, Evelyn 
Peoria, Il 
Zirn, Edna 
Akron, Ohio 








Welcome 


New Chapters 


TYLER, TEXAS 
(Tyler Chapter) 
President 
Mrs. Melba Medford 
711 West Wilson 


Vice President 
Celestine Starnes 
1604 N. Bois d’Arc 


Corresponding Secretary 
Mickey Mayne 
Philip B. Berry 
540 Fair-Petroleum Bldg. 


Recording Secretary 
Adeline Frances Martin 
219 East Houston Street 


Treasurer 
Nancy Jo Todd 
R. R. 1, Box 173-A 


WATERTOWN, NEW YORK 
(Watertown Chapter) 
President 
Mrs. Rosalind G. Pelletier 
902 Myrtle Avenue 


Vice President 
Mrs. Dorothy Geno 
R. F. Schwelmann, 
Attorney at Law 
445 Flower Bldg. 


Corresponding Secretary 
Mrs. Bertha Snell 
Gotham Street Road 


Recording Secretary 
Helen Plantz 
254 N. Pleasant Street 


Treasurer 
Mrs. Rosalie P. Cavise 
Surrogate’s Court 
185 Arsenal Street 


Changes in Chapter 


Officer Directory 


CASPER, WYOMING 
All mail is to be addressed: 
P. O. Box 401 


COLUMBIA, SOUTH CAROLINA 
Treasurer 

Miss Lillie Magalis 

1409 Wildwood Avenue 


IOWA CITY, IOWA 
President has resigned. 
Vice President is absent from 
chapter. 
Mrs. Olatha Tweedy, Rec. Secy., 
is acting as V. P. 
314 South Lucas Street 


LARAMIE, WYOMING 
Treasurer 
Mrs. Harold Hubbell 
909 Custer Street 


MORGANTON, N. CAROLINA 
President 

Abbie Ross 

P. O. Box 385 
Corresponding Secretary 

Mrs. Grace R. Moore 

State Hospital at Morganton 


NEW YORK CITY, NEW YORK 
President 

Mrs. Ethel L. Caddoo 

11 W. 42nd Street 

New York 36, New York 


ROCHESTER, NEW YORK 
Recording Secretary 

Miss Florence Warsh 

274 Avenue D 

Rochester 21, New York 


TOLEDO, OHIO 
President 
Mrs. Helen Baldwin 
322 Condley Drive 


UTICA, NEW YORK 
President 

Rae E. Kessler 

258 Genesee Street 


STATE OFFICERS 
ALABAMA 
Vice Presid has resigned, no 
replacement. 





NEBRASKA 
Now NEBRASKA-SOUTH 
DAKOTA STATE DIVISION 


PENNSYLVANIA 
Secretary 
Ethel Ambler 
c/o Henry Disston & Sons, Inc. 
Tacony 
Philadelphia 35, Pa 


WISCONSIN 
Secretary 
Mrs. Elsbeth Olsen 
900 Dane Street 
Madison, Wisconsin 
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from the four corners of the 


MARJORIE G. SIMMONS 


1915 Kenilworth Blvd. 
San Antonio, Texas 


SOUTHWESTERN DISTRICT 


HOUSTON CHAPTER (Texas) has 
four new CPS holders: Ruth Williams, 
Mrs. Lea Schleider, Alice Newcomer 
and Mrs. Mary Madison. The regular 
monthly meeting held January 18 had 
State President Eleanor Lavelle as guest. 
Twelve new members were initiated at 
that time. The Allied Florists’ Associa- 
tion is presenting each “Secretary of the 
Month” with a beautiful orchid. Mem- 
bers appeared on Charades, a local TV 
show, on Sunday, January 30. 

* * * 


Members of TOWER LIGHTS CHAP- 
TER (Austin, Texas) and the Insurance 
Women of Austin attended a joint din- 
ner meeting in January to hear Miss 
Carol Lane, women’s travel director for 
the Shell Oil Company, speak on “Vaga- 
bondage, USA.” 


* * * 


QUEEN BEACH CHAPTER (Long 
Beach, Calif.) is appointing a Mystery 
Girl each month. The 12th person chat- 
ting with the Mystery Girl is the chap- 
ter’s guest for dinner. Members are fi- 
nancing a Girl Scout Cabin at San Ja- 
cinto “Skyland Ranch.” Cal Holmes, 
Charlene Tritten, Jean Taylor and Betty 
Mahoney served as models for the first 
“Meet Me at Seven” fashion show of the 
season. 





* * * 


LAKE MERRIT CHAPTER (Oakland, 
Calif.) Boss Night was held on Febru- 
ary 17, with Emyle Peterson in charge 
of arrangements. New members are 
Gladys March, Frances Gallagher and 
transferees Aurelia Sudnick from Long 
Island and Joanna Hiner from Ohio. 
Ways and Means realized a net profit of 
$115 from a recent bazaar and $400 
from the nut sale. 
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Unless otherwise noted, identification 


photographs reads from left to right. 


A potluck buffet dinner, with enter- 
tainment and exchange of gifts, was en- 
joyed by members of the SAN FERNAN- 
DO VALLEY CHAPTER ( Burbank, Calif.) . 
Mr. Bill Wilson, public relations man- 
ager of Lockheed Aircraft Corporation, 
was guest speaker at the January dinner 
meeting. Members have been giving a 
great deal of assistance to the Muscular 
Dystrophy Association. 

* * * 

The highlight of MINISA CHAPTER’S 
(Wichita, Kan.) dinner meeting on 
January 6 was a talk on CPS by Dr. 
William A. Nielander, dean of the De- 
partment of Business at University of 
Wichita. On January 20 seven hostesses 
had arm chair meetings at their homes 
for small groups of members; the pur- 
pose—to help them get better acquaint- 


ed over “coffee cups.” 
* * * 


The groundwork having been laid for 
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some time, GIRADOT CHAPTER (Cape 
Girardeau, Mo.) is now actively pro- 
moting the secretarial profession through 
its Esther Sander Educational Fund. The 
first applicant for the Fund is now at- 
tending the local office training school. 
This is a program whereby a deserving 
student, who otherwise could not afford 
secretarial training, may borrow from 
the Fund to finance her schooling and, 
after having gained employment, pay 
the money back into the Fund. 
* * * 

S BAR M CHAPTER (Salinas-Mont- 
erey) regrets the loss of three of its 
chapter members. Mrs. Anne Shapro 
moved to Sunnyvale, California; Gloria 
Scroggs moved to Texas; and Mrs. Marie 
Homan resigned because of ill health. 

* * * 

GOLDEN GATE CHAPTER (San Fran- 
cisco, Calif.) members were guests at a 
special brunch during the grand open- 





TV Star Don Porter receives “Our Favorite Boss” plaque from his Official Private Sec- 
retary in San Francisco, Bernice Hauber, as GOLDEN GATE CHAPTER President Marguerite 
Chess (right) and Publicity Chairman Frances Sparks smile approvingly. 
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Mrs. Ivah Orton of COLUMBIA CHAPTER 
(Mo.) commemorated her eightieth birth- 
day by presenting her personal check for 
$100 to the NSA Home Fund. 


ing of San Francisco’s newest drive-in 
restaurant, The Flying Chicken. Special 
host for the occasion was Don Porter 
(“Peter Sands” of TV’s “Private Secre- 
tary”) who was presented with a hand- 
some plaque during the brunch by his 
official “Private Secretary” in San Fran- 
cisco, Bernice Hauber of Golden Gate 
Chapter. Special police escort was pro- 
vided to the airport to meet her “boss” 
when he arrived, and she appeared with 
Mr. Porter and other Hollywood per- 
sonalities on KPIX-TV on the Del 
Courtney show. President Marguerite 
Chess, Publicity Chairman Frances 
Sparks and Bernice were guests on the 
special Flying Chicken Show on KPIX- 
TV. 


* * * 


There were big doin’s in BiG D 
CHAPTER (Dallas, Texas) in February. 
The program for the regular meeting 
was a “Gal Friday Buzz Session” in 
which the entire membership partici- 
pated. Members began enrolling in a 
40-hour CPS refresher study program; 
a secretarial science scholarship award 
was presented to a mid-year high school 
graduate; and the chapter installed 
twelve new members. Last, but certainly 
not least, Big D’s two new CPS holders, 
Mrs. Ada Bob Chandler and Mrs. Louise 
Henderson, were honored. 

* * * 

Mrs. Ivah Orton, loyal member of the 
COLUMBIA CHAPTER (Mo.) commem- 
orated her eightieth birthday on Sep- 
tember 28 by presenting her personal 
check for $100 to the NSA Home Fund. 
Mrs. Orton makes a practice of con- 
tributing $100 to some worthy project 
each year, and every NSAer should be 
grateful that our Home Fund was this 
year’s recipient. Mrs. Elma Jones, presi- 
dent, presented a check for $96.20 to 
the county Polio Fund as the amount 
the chapter cleared on ticket sales and 
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check room seryice for a fashion show 
and card party given recently to help 
raise money for this worthy cause. 


515 Ivinson Avenue 
Laramie, Wyoming 


NORTHWESTERN DISTRICT 


MELIOR VITA CHAPTER (Sioux Falls, 
S. D.) again contributed services to the 
March of Dimes campaign. Recently, 
Eleanor Wassom, youth director at the 
Methodist Church spoke on “Music as a 
Therapy.” 





OREGON TRAIL CHAPTER (Portland, 
Ore.) discussed the secretary's responsi- 
bilities to her employer and to herself 
and included a talk on “Management 
Views the Secretary” at the February 12 
workshop at Portland State College. An 
outstanding part of the program was 
the talk by Mrs. Claire Argow, executive 
director of the Oregon Prison Associa- 
tion, who told about conditions in 
prisons today, how they can be improved, 
and what the public can do to help— 
especially concerning improvements 
needed for juveniles in prisons. 

* * * 

LOMOND CHAPTER (Ogden, Utah) 
heard Ada Peterson present “Here's 
Looking at You—Others Are!” at a 
luncheon meeting; and Attorney LaVar 
E. Stark discussed contracts and business 
law at the business meeting. 

* * * 


TALL CORN CHAPTER (Council 
Bluffs, Iowa) had Mr. Clifford Johnson, 
Pottawattomie County extension direc- 
tor, take NSAers on a wonderful trip 
through Ireland, England, Holland, Bel- 
gium, France and Switzerland via the 
magic of his camera. 

* * * 

March 19 is the date of the workshop 
sponsored by HAWKEYE CHAPTER (Des 
Moines, Iowa) and Drake University. 
Dr. Irene Place will give the keynote 
address. Other speakers include Dr. 
Frances Merrill, CPS Institute member, 
and NSAer Mary Fitzgerald. “Club 13” 
was the theme of Hawkeye Chapter's 
13th Boss Night Dinner at Hotel Kirk- 
wood. 

* * * 

SIOUX CHAPTER (Sioux City, Iowa) 
journeyed to Europe via colored slides 
taken by Jane Morrison on a three- 
month trip to the continent. Three Edu- 
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AK-SAR-BEN CHAPTER members are 
greeted by member Loretta Scheibel in her 
office during their tour of the Northwest- 
ern Bell Telephone Co. building in Omaha. 


cation Committee members gave talks 
suggested by the material from the Na- 
tional Committee. 

* * * 

ST. PAUL CHAPTER ( Minn.) initiated 
five new members early in 1955: Vivi- 
ene Crawbuck, Mary Lou Husemann, 
Dolores Kelnberger, Mrs. Richard Mc- 
Hughston and Patricia Walsh. Speaking 
on current investment fashions, Harold 
E. Wood indicated the first problem is 
to find money to invest and the second 
to decide how profits, if any, are to be 
used. 

* * * 

GOPHER CHAPTER (Minneapolis, 
Minn.) initiated 10 new members in 
January: Mary Jane Pagel, Myrna Hasse, 
Jean Holzem, Joyce Funnell, Elizabeth 
Nagengast, June DeLibera, Lili Rose 
Scherling, Ceil Victor, Mary G. Adams 
and Elizabeth Sellner. 

* * * 

MrT. RAINER CHAPTER (Tacoma, 
Wash.) had Attorney John B. Krilich 
give the members many pointers on 
wills and how they function. 

* * 


SACAJAWEA CHAPTER (Seattle, 
Wash) celebrated its 10th birthday in 
January. As honored guests, all past 
presidents took part in a candle-lighting 
ceremony. Mrs. Bobbie Manwaring, first 
president, cut the cake. President Mrs. 
Carmen Gallaher presented the chapter 
with a leather bound permanent guest- 
book. Four new members were initiated 
at this meeting. 

* * * 

SPOKANE CHAPTER ( Wash.) intro- 
duced prospective members at a no-host 
dinner planned by Jean Olson, Member- 
ship Committee chairman. March 10 has 
been reserved for the annual style show. 
Ellen Brandt recently brought honors to 
her chapter by modeling a versatile 
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coiffure in a hair-styling show. Ellen 
and Gayle Jewell, Public Relations chair- 
man, attended a dinner in honor of the 
March of Dimes’ national president. 

* * * 

GREELEY CHAPTER (Colo.) initiated 
Mrs. Shirley Brotherton, Mrs. Gail 
Brown, Mrs. Sally Cowles, Mrs. Jennie 
Truesdell and Mrs. Alice Yoder at the 
January meeting. Colorado State College 
of Education President William R. Ross 
pointed out that secretarial success must 
be attained in much the same way as 
success of employers. Mrs. Rose Farrar, 
member of CSCE faculty, received an 
honorary membership. Special guests 
were Mr. and Mrs. Roman Warmke. Mr. 
Warmke was instructor for the business 
correspondence class sponsored by NSA 
at CSCE. 

* * * 

COLUMBINE CHAPTER (Denver, 
Colo.) enjoyed dinner in January at the 
newly remodeled Cosmopolitian Hotel. 
The program featured a discussion on 
the United Nations. 

* * * 

PIKES PEAK CHAPTER (Colorado 
Springs, Colo.) reviewed another section 
of “The Road to Secretarial Success” at 
the February meeting, with Jeanne Post- 
lewaite in charge. Elsie Uthoff showed 
slides of her trip to New Orleans. Presi- 
dent Mary E. Suvanto was included in a 
feature article in the January issue of 
“The Gasser,” company publication of 
Colorado Interstate Gas Company. As 
secretary to the company’s attorney, the 
story commented on her NSA activities. 

* * * 

EVERGREEN CHAPTER ( Denver, Colo. ) 
had a special program for the Valentine 
Day meeting. Members were taken on 
a one-hour courtesy flight in a United 
Air Lines convair, were informed on 
load planning, attended a special brief- 
ing, and toured the building—including 
the control room and the medical de- 
partment. Following the tour, UAL 
hostessed a cocktail party in the Sky 
Chef Lounge. After a steak dinner mem- 
bers viewed United Air Lines’ colored 
sound movie, “The World in a Week.” 

* * * 

Emphasizing the International of 
NSAI, LARAMEE CHAPTER (Laramie, 
Wyo.) used an international theme for 
the February 9 Boss Night Dinner. Flags 
and native-costumed dolls decorated the 
tables while wooden shoes doubled as 
flower vases. Bulletin covers featured 
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foreign costumes, and nut cups carried 
miniature maps. Selected as Boss of the 
Year, City Manager A. J. Hull, Jr., re- 
ceived an engraved plaque which he will 
retain for the coming year. Employers 
attending five or more Boss Nights were 
presented “membership certificates” in 
the Five Year Club. 
* * * 

March 14 was selected for CPS hold- 
ers in Denver, Colorado, to receive cer- 
tificates since W. G. Turquand, CPS 
Institute member and Sales Manager, 
Underwood Corporation (New York 
City) arranged his schedule to address 
a joint dinner meeting of COLUMBINE 
and EVERGREEN CHAPTERS. 

* * * 

TETON CHAPTER (Casper, Wyo.) 
“Boss Night” featured a complete min- 
strel show presented entirely by its 
members. Two weeks prior, a tea for 
bosses’ wives featured a performance of 
“Masque of Queens” in which members 
participated. A scholarship at Casper 
Junior College was presented to a girl 
business student for the second year. 
Members have done volunteer work for 
the Polio Foundation, Little League 
Baseball and Community Chest. 
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* SOUTHEASTERN DISTRICT 


In addition to graciously acting as 
hosts for the Open House of the South- 
eastern District State Meeting, the Mem- 
phis bosses and their wives also provid- 
ed entertainment from among their own 
families. 

A breakfast was held Saturday morn- 
ing honoring CPS holders. Chairman 
Margarette Bibb opened the meeting 
Saturday and introduced SEVP Jeanelle 
Walker, who presided. Mr. Charles Abel 
of the Brickell Institute was guest speak- 
er. His talk was followed by a discussion 
on State Organization, moderated by 
Marguerite Dodds. Juanita Terry of 
MALABOUCHIA CHAPTER (Jackson, 
Miss.) was chosen Miss Southeastern 
District. Winner of second place was 
Corrine Claypool of FortT LAUDERDALE 














Carl Hiaasen, prominent Fort Lauderdale 
attorney, receives his Oscar from Helen 
Woodruff, chapter Secretary-of-the-Year 
at the Annual Executive Night Dinner of 
Fort LAUDERDALE CHAPTER (Fla.). 


CHAPTER (Fla.) and third place winner 
was Elizabeth Roper of FAIRWAYS 
CHAPTER (Augusta, Ga. ). 

A panel discussion on Are You Com- 
petent — Poised — Successful was held 
Saturday afternoon, moderated by Fran- 
ces Crawford, past SEVP. The theme of 
the Saturday night banquet was Putting 
Knowledge to Work. National President 
Lilyan Miller presented the Scrapbook 
awards to: 1. MIAMI CHAPTER, 2. MEM- 
PHIS CHAPTER, 3. CAPITAL CHAPTER. 
First prize in the Bulletin Contest was 
a portable typewriter given by the Un- 
derwood Corporation, won by EXECU- 
TIVE CHAPTER. MEMPHIS and KNOX- 
VILLE CHAPTERS tied for second place. 
SAN JUAN CHAPTER (Puerto Rico) 
captured third place. The grand door 
prize was a clock radio presented by 
Panama Beaver Corporation. The NSA 
Resort-Home was the theme of the Sun- 
day morning breakfast. FORT LAUDER- 
DALE CHAPTER won the bid for the 
1955 Southeastern District Meeting. 

* * * 

Members of the DELAWARE CHAP- 
TER (Wilmington, Del.) are at work 
on their annual civic project, typing and 
preparing for mailing some 50,000 en- 
velopes for the Easter Seal Campaign of 
the Delaware Society for Crippled Chil- 
dren and Adults. The entire operation 
requires over 700 hours. 

Concentrating their efforts on a single 
Ways and Means project, members will 
hold their third annual Dessert-Bridge- 
Fashion Show on March 5. The major 
portion of the proceeds (a net profit of 
$425 in 1954) goes to the Scholarship 
Fund. 
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The Education Committee is sponsor- 
ing a series of lectures by local business- 
men on subjects covered in the CPS ex- 
amination. Weekly meetings are sched- 
uled until the end of April. 

Seven new members were initiated 
in March. 

* * * 

To insure continued interest and en- 
thusiasm SPINDLETTE CHAPTER (Gas- 
tonia, N. C.) began in January to hold 
two monthly meetings, with one meet- 
ing devoted to educational features and 
the other to business. 

* * * 

The CHATTANOOGA CHAPTER 
(Tenn.) honored the “Connecticut 
Yankee” at a farewell breakfast on Jan- 
uary 9. “Stonewall Jackson MacGilli- 
cutty,” as he is nationally known, was 
sent to Chattanooga by the radio and 
television program, “Truth or Conse- 
quences.” 

* * * 

The OSCEOLA CHAPTER (Clearwater, 
Fla.) initiated ten new members in Jan- 
uary, who were installed by President 
Stella Spaulding. 

A transcription was played of an in- 
terview by Mrs. Shirley Hughes and 
Stella Spaulding, CPS, on Mrs. Hughes’ 
radio program “News and Views with 
Shirley Hughes.” 

The members sold a total of 926 
pounds of candy. Mrs. Donna Reed was 
chairman of the winning team, which 
sold 498 pounds. The proceeds will be 
used for the scholarship fund. 

* * * 

Elizabeth Mosley, president, and Mrs. 
Betty Hallmark of the ATLANTA CHAP- 
TER (Ga.) were presented their CPS 
Certificates in March. 

The third Annual Institute was held 
on February 17-18 at the University of 
Georgia—Atlanta Division. The pro- 
gram theme: Management—The Secre- 
tary—CPS. 

Elizabeth Mosley, president, Nell Mc- 
Duffie, membership chairman, Mrs. Ruth 
Key, education chairman and Mrs. Lois 
Morris, publicity chairman, represented 
the chapter at a luncheon on January 20 
given by Orkin Exterminating Com- 
pany. The purpose was to welcome fif- 
teen visiting secretaries from Southeast- 
ern cities who were awarded a three-day 
paid trip to Atlanta in recognition of 
outstanding service to their company. 

* * * 

KNOXVILLE CHAPTER (Tenn. ) mem- 
bers Mrs. Birgie Cleveland and Dorothy 
Staples will soon receive their CPS Cer- 
tificates. 

The chapter’s Benefit Bridge-Fashion 
Show was held February 9. Funds from 
this and other sources will be used for 
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a scholarship for a deserving high school 
graduate. 
* * * 

The GULF-TO-BAY CHAPTER (St. 
Petersburg, Fla.) members were guests 
of the Union Trust Company at a cock- 
tail party and dinner at the Lakewood 
Country Club in January. Mrs. Eleanor 
Robbins, past president of the OSCEOLA 
CHAPTER (Clearwater, Fla.) secretary 
to J. H. Logan, county agricultural agent 
in charge of the Pinellas County Fair 
and Horse Show, was a special guest. 
Eleanor suggested the Gulf-to-Bay Chap- 
ter members can earn a considerable 
amount of money by selling advertising 
and sponsorships for the Fair and Horse 
Show, the latest project of the St. Peters- 
burg Chapter’s Ways and Means Com- 
mittee. 

* * * 

ROANOKE CHAPTER ( Va.) members 
observed the Christmas season and the 
chapter's third birthday in December 
with a cocktail party preceding the reg- 
ular dinner at Hotel Roanoke. Eight 
new members were initiated. 

* * 

MALABOUCHIA CHAPTER ( Jackson, 
Miss.) devoted a recent business meet- 
ing to a session on Parliamentary Law 
under the leadership of Mrs. Julia Mc- 
Coy, now the fourth CPS in the chapter. 
Jessie Lynn Ruff, chairman of the Edu- 
cation Committee, reported tentative 
plans for another Workshop in the 
spring. 

* * * 

CHAPTER OF THE CITY BEAUTIFUL 
(Orlando, Fla.) initiated thirteen new 
members at the regular monthly dinner 
meeting recently. A white elephant sale 
was held for the benefit of the chapter's 
savings funds. 

* * 

Members of the DURHAM CHAPTER 
(N. C.) honored employers at a dinner 
in the Washington-Duke Hotel in Jan- 
uary. Employers and secretaries partici- 
pated in two games—"Beat the Clock” 
and “Perfect Secretary.” Athena Catala, 
a former chapter officer, who recently 
passed the CPS examination, received a 
special tribute from the chapter. 

* * * 

In January the EXECUTIVE CHAPTER 
(Washington, D. C.) held an interest- 
ing and spirited panel discussion on 
“Human Relations.” Guest panelists 
were Mr. Ralph Tabakin, vice president, 
Washington Chapter of NOMA, em- 
ployed at the Defense Agency, and Mr. 
James Dunnington, personnel manager 
of American Automobile Association, 
also a member of NOMA. Moderator 
was Margaret Davis, chairman Educa- 
tion Committee, and panel members 




















































were Gertrude O'Malley and Anne 
Rhodes. 

The Membership Committee hostessed 
a tea on Sunday, February 6, to which 
prospective members were invited. 

Several members are attending the 
Secretarial Practice Course at George 
Washington University. 

* * * 

BIRMINGHAM CHAPTER (Ala.) is 
proud of Virginia Farris and Mrs. Ercile 
Martin for making it possible for the 
chapter to claim five CPS Certificate 
holders. A comprehensive fifteen-week 
course is being held at the University of 
Alabama, Extension Center in Birming- 
ham. About thirty-five members and 
other secretaries in the city are attend- 
ing these classes, many of whom will 
take the examination next May. 

Fourteen members of the Birming- 
ham Chapter motored to Tuscaloosa, 
Ala., recently for an organizational meet- 
ing with Tuscaloosa secretaries and oth- 
ers interested in an NSA chapter in that 
city. Marguerite Dodds, chairman New 
Chapter Committee, moderated a panel 
discussion on NSA, CPS and the Resort- 
Home, on national, district, state and 
local levels with Committee members, 
state and chapter officers participating. 
Despite rather severe weather condi- 
tions, attendance was good and applica- 
tions for fourteen members were re- 
ceived. More are forthcoming and March 
4 is the tentative date set for chartering 
this new chapter. 

* * * 

Have you read the new feature article 
“Who's Who in NSA” appearing in the 
January and February issues of The Sec- 
retary? If your chapter has an outstand- 
ing member, send this information to 
your District Reporter for inclusion in 
future issues. 
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Shown here is chapter President Mrs. 
Dorothy Maxey cutting the cake in honor 
of ROANOKE CHAPTER'S ( Va.) third birth- 
day with past presidents, Ruth Layman 
and Mildred McChesney, assisting. 
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Members of the SCHENECTADY CHAP- 
TER (N.Y.) were taken on a tour of the 
investment world by guest speaker Ber- 
nard Siegel, member of the firm of 
Bache & Company, at the January meet- 


ing. 





* * * 


The CAMDEN CHAPTER (N. J.) 
started the year off successfully with the 
initiation of five new members. 

NSAers also have vacation on their 
minds since the showing of the Ameri- 
can Airlines film, “Flying Down to 
Mexico,” at the January dinner meeting. 

* * * 

Congratulations to the members of 
the MERRIMACK VALLEY CHAPTER 
(Lowell, Mass.) who are making prepa- 
rations for the installation of a chapter 
in Nashua, N. H. Merrimack Valley 
Chapter is only six months old! 

* * * 

Dean Harry Cochran of Temple Uni- 
versity was guest speaker at the QUAKER 
City CHAPTER'S ( Philadelphia, Pa.) 
first gathering of the new year. The 
Education Committee plans to take ad- 
vantage of some of the many services 
the University offers business women. 

* * * 

The PITTSBURGH CHAPTER (Pa.) en- 
tertained 195 executives and secretaries 
at the Executive Night dinner. Mr. Paul 
B. Reinhold was Master of Ceremonies. 
Harry L. Zeber, general agent of The 
Virginian Railway Company, was se- 
lected as “Executive of the Year,” to the 
delight of his secretary, Martha H. Mc- 
Clellan. Following this gala occasion, the 
chapter was commended for its fine 
ideals and the caliber of its membership 
in a Pittsburgh Sun-Telegraph editorial. 

* * * 


The versatility of the MARQUETTE 
CHAPTER (Peoria, Ill.) has been proven 
in its initiation of six new members, 
holding a successful guest night, and 
addressing envelopes for the Crippled 
Childrens’ Easter Seal drive, as well as 
assisting the American Cancer Society 
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Campaign. Highlighting the chapter's 
activities was the installation of the 
KEWANEE CHAPTER (IIl.). Illinois State 
Division officers Clare Jennings, presi- 
dent, Helen Johnson, secretary an 
Pauline Bird, treasurer, presided at the 
installation. 
* * * 

Members of the PROVIDENCE CHAP- 
TER (R. I.) enjoyed guest speaker Dan 
H. Fenn, Jr., executive director of the 
United Council on World Affairs, a liai- 
son group for the United Nations and 
the Department of State. His topic 
“Does American Foreign Policy Make 
Sense?” held the interest of his inter- 
nationally-minded audience. 

* * * 

Welcome MCKEESPORT CHAPTER 
(Pa.)! Mrs. Margaret Lacey, president, 
and twenty-three members were instal- 
led by the PITTSBURGH CHAPTER ( Pa.) 
assisted by Cassandra Waterman, NEVP. 

* * * 


“Better Learning” is predominating 
the program of the CONESTOGA CHAP- 
TER (Lancaster, Pa.) as members are 
busy attending a series of educational 
lectures at the Lancaster County Na- 
tional Bank. 

* * * 

A gala membership tea held January 
22 by the HURON VALLEY CHAPTER 
(Ann Arbor, Mich.) in the Rackham 
Building at the University of Michigan 
was enjoyed by NSAers and potential 
members alike. 

* * * 

“Many hands make light work” was 
proven by members of the MARION 
CHAPTER (Ind.) who assisted in the 
Christmas Seal Drive and donated many 
hours of service during the March of 
Dimes Campaign. 

* * 

Marguerite Reese, member of the 
CLEAR-PENN CHAPTER (Clearfield, 
Pa.) was thrilled when her boss, William 
Brody, was presented a gold loving cup 
honoring him as “Boss of the Year” at 
the chapter’s seventh annual Boss Night 
in November. 

* * * 

Members of the WATERBURY CHAP- 
TER (Conn.) have been as busy as the 
proverbial beaver attending a Public Re- 
lations course and donating a total of 
90 hours to Federated Funds and Tuber- 
culosis League. The group enjoyed Ryc 
Trier Jackson’s program of readings at 
the January meeting. 





MOUNDBUILDERS CHAPTER ( Newark, 
O.) is rejoicing over its first CPS, mem- 
ber Mrs. Robert Gundlach, who has 
served the chapter in many capacities 
and has done a noteworthy job as Edu- 
cation Chairman. 

* * * 

Members of the NEWPORT CHAPTER 
(R. I.) were honored to have Lt. Sybil 
M. Space, U.S.N., instructor at the 
Waves Indoctrination School at the U.S. 
Naval Base in Newport, as the guest 
speaker in January. Lt. Space traced her 
experiences from her entrance into the 
service until her present assignment. 
Guests from the FALL RIVER CHAPTER 
( Mass.) and the PAWTUCKET CHAPTER 
(R. I.) also attended the meeting. 

* * * 

“Mardi Gras Cruise” was the theme 
of the Fourth Annual Boss Night of the 
HARRISBURG CHAPTER (Pa.) held in 
the Penn Harris Hotel Ballroom in Feb- 
ruary. Decorations following the Pari- 
sian motif and entertainment provided 
by chapter members highlighted the af- 
fair. 

* * * 

A successful Secretarial Workshop 
was held in January by the SPRINGFIELD 
CHAPTER (Mass.). Mrs. Alicia Cogan, 
member of the Institute for Certifying 
Secretaries, discussed “What NSA and 
CPS Can Do for You.” 

* * * 

Members of the PORTLAND CHAPTER 
(Me.) are really selling NSA. Public 
Relations Chairman Anne Blake was 
guest speaker at the January meeting of 
Insurance Women of Southern Maine 
and also spoke with chapter president, 
Mrs. Catherine Timpany, on WGAN- 
TV’s “Points and Pointers” highlighting 
NSA and its objectives. 

* * * 


The Scholarship Fund of the BRIDGE- 
PORT CHAPTER (Conn.) has benefited 





President Joan Vance lights cake candle 
at third anniversary dinner of LOCKPORT 
CHAPTER (N. Y.) as Catherine Schuster 
(L.), guest speaker Mrs. Miller and Mrs. 
Stedman and Beatrice Reabolt look on. 


The Secretary 











from the Ways and Means Project of 
diligently selling cards and wrapping 
paper for the past several months. 

* * * 

Members of the YO-MAH-O CHAP- 
TER (Youngstown, O.) are singing the 
praises of member Ruth Layshock, the 
chapter’s first CPS! Ruth is secretary to 
D. K. Phillips, General Fireproofing 
Company. 

* * * 

Hobbies predominated the January 
meeting of the WILKES-BARRE CHAP- 
TER (Pa.) as members displayed such 
articles as hand-made sequined jewelry, 
appliqued quilts and wood fibre flowers 
made up as corsages and accessory pins. 
Highlighting the evening was the ini- 
tiation of five new members by Presi- 
dent Ruth Shackles. Plans are also being 
made to attend the State Convention in 
April, which will be hostessed by the 
JOHNSTOWN CHAPTER (Pa.). 

* * * 

“Fair Exchange” was the title of an 
investment film enjoyed by members of 
the PHILADELPHIA CHAPTER (Pa.) at 
the January meeting. 

* * * 

Members of the DUNELAND CHAP- 
TER (Gary, Ind.) sponsored a highly 
successful “Clearance Sale” and “White 
Elephant Sale” in January, benefiting 
their many chapter projects. The group 
is also buzzing with plans for National 
Secretaries Week, which will be directed 
to familiarizing the city of Gary with 
the work and purposes of NSA. 

* * * 


Cassandra D. Waterman, NEVP, was 
the guest of the GLAss CITY CHAPTER 
(Toledo, O.) on January 18. Her ad- 
dress was centered on the NSA Resort- 
Home. At the conclusion of her talk, 





Installation of officers, FRUITLAND CHAP- 
TER (St. Joseph-Benton Harbor, Mich.) : 
Virginia Page-Wood, corr. secy.; Audrey 
Case, V. P.; Christine Mildon, pres.; Wavia 
Noack, secy.; Alma Arent, treas. 
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Chapter President Helen Baldwin pre- 
sented a check for $100 as Glass City’s 
contribution to the fund. 

* * * 

Ninety-five bosses and secretaries en- 
joyed the CINCINNATI CHAPTER'S 
(Ohio) Fourth Annual Boss Night. The 
eventful evening was highlighted by 
National President Mrs. Lilyan Miller 
presenting Cincinnati’s first Honorary 
Membership to W. D. Gradison, presi- 
dent of W. D. Gradison and Son. Fred 
Smith, vice president of the Gruen 
Watch Company, was guest speaker. 
Chapter members also donated their 
services during the recent Big Brothers 
Association Telethon. 

* * * 

The BEACON HILL CHAPTER (Bos- 
ton, Mass.) is proud to have a celebrity 
in its ranks. Charter member Muriel 
Pearce is appearing in the play “The 
Southwest Corner” starring Eva LeGal- 
lienne, and will continue to Broadway 
with the cast. The chapter gave birth to 
the first “baby” of the new year in the 
Northeast District by installing the 
QUINCY CHAPTER (Mass.) January 8. 

* * * 

The “Unsung Heroines” of NSA were 
the guests of the BEAVER VALLEY CHAP- 
TER (Rochester, Pa.) as members enter- 
tained their mothers at a recent dinner 
meeting. The high points of the evening 
were the initiation of two new members 
and the introduction of two winners of 
chapter-sponsored scholarships. 

* * 

Lester Gooch, manager of the In- 
dustrial Division of the Pennsylvania 
Optical Company, was presented the 
“Boss of the Year” award by the PAGO- 
DA CHAPTER (Reading, Pa.) at the 
Seventh Annual Employers’ Night Din- 
ner. Pennsylvania State Senator John T. 
Van Sant entertained the group with his 
enlightening talk “I Am One of Democ- 
racy’s Errand Boys.” 

* * * 

“The Distaff Side of Washington” 
was the topic of Mrs. William E. Miller, 
wife of Representative Miller from the 
42nd Congressional District, at a dinner 
meeting of the LOCKPORT CHAPTER 
(N. Y.). Her exciting experiences gave 
members an insight into the woman's 
position in the Nation’s Capitol. 

* * * 

The Cancer Society Fund benefited 
from the skillful hands of the KALAMA- 
ZOO CHAPTER (Mich.) as they typed 
envelopes for the coming campaign. 

* * * 


“Winter Wonderland” was the theme 
of COPPER CITY CHAPTER'S (Rome, 


N. Y.) Fifth Annual Boss Night on 
January 19. The program included 
choosing a “Boss of the Year” based on 
his community service, and an after-din- 
ner speech entitled “The Boss’ Other 
Secretary.” 

* * * 

Civic activities have predominated the 
program of the ALTON CHAPTER (lIlIl.) 
as members prepared mail for the Com- 
munity Civic Orchestra Association, as- 
sisted in the Alton-Wood River Region 
Community Chest Campaign and “man- 
ned” the kettles of the Salvation Army 
during the Yuletide season. 

* * * 

FRUITLAND CHAPTER (St. Joseph- 
Benton Harbor, Mich.) members are 
busy making plans for the Michigan 
State Convention which they will hostess 
in May. The chapter promises an enjoy- 
able weekend for all! 

* * * 

The NIAGARA FALLS CHAPTER 
(N. Y.) recently honored two of its 
members, Cassandra D. Waterman, 
NEVP, and Mrs. Genevieve Lenz, “Sec- 
retary of the Year,’ at an afternoon 
gathering. Also present were members 
from the LOCKPORT CHAPTER (N. Y.), 
NIAGARA FALLS, ONTARIO CHAPTER 
(Canada) and the FLOWER CITY CHAP- 
TER (Rochester, N. Y.) 

* * * 

At its January meeting, the NIAGARA 
FALLS CHAPTER (N. Y.) entertained 
four secretaries from Mexico City who 
were visiting the United States as par- 
ticipants in the Experiment in Interna- 
tional Living. The purposes and ideals 
of NSA were outlined to the visitors 
from “South of the Border” by Cassandra 
D. Waterman, NEVP, and chapter 
members. 




















NIAGARA FALLS CHAPTER (N. Y.) honors 
secretaries from Mexico City. Seated: Con- 
cepcion Alvarez and Cassandra Waterman, 
NEVP; standing: Celia Salazar, Naty Gu- 
errero, Emma Larios and Jean Kieron, V.P. 


Twenty-nine 





we OLSON, SPOKANE CHAPTER 
(Spokane, Wash.), is high in the 
clouds over a diamond. Plans call for 


summer nuptials. 
* * * 


Newest member of LOMAND CHAP- 
TER (Ogden, Utah), Mary Batterman, 
announced her engagement to John C. 
Chadaz of Tremonton, Utah, and plans 
a spring wedding. 

* * * 

Florence Young, EVERGREEN CHAPTER 
(Denver, Colo.), was recently honored 
by United Air Lines for 25 years of 
service. 

* * * 

Chapter Reporter Jean M. Merigold, 
GOPHER CHAPTER (Minneapolis, 
Minn.), helped get her boss inaugu- 
rated as Governor of Minnesota, then 
took the spotlight as one of the most 
recent recipients of the CPS certificate. 

* * * 


Mrs. Mary Ellen Brickner, EVERGREEN 
CHAPTER, recently outlined the work of 
a legal secretary at the secretarial science 
panel of the Fifth Annual Job Clinic 
sponsored by the University of Wyo- 
ming’s College of Commerce and In- 
dustry at Laramie. 

* * * 


Margaret Hesemann, LARAMEE CHAP- 
TER (Laramie, Wyo.), highlighted sec- 
retarial career opportunities to members 
of the Future Business Leaders of Amer- 
ica at the Laramie High School. 

* * * 


Marijane Lind, GREELEY CHAPTER 
(Greeley, Colo.), changed positions 
from the insulating and roofing business 
to the real estate and insurance business 
to assist another NSAer, Mrs. Kathleen 
Feuerstein, charter member of Greeley. 

* * * 


Mrs. Lee Thorne, president S BAR M 
CHAPTER (Salinas-Monterey, Calif.) , 
was married December 19, 1954 to Lt. 
Kenneth E. Phippis, USN. 


* * * 


Wedding bells are also ringing in 
SAN FERNANDO VALLEY CHAPTER 
(Burbank, Calif.). Rita MacMillan took 
the marriage vows over the holidays; 
Helen Bonfert, on January 29. 


Thirty 
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Hildreth Heinen has been promoted 
to executive secretary to general mana- 
ger of Adel Division of General Metals 
Corp. 

* * * 

Jeanine Sheibe, FORT LAUDERDALE 
CHAPTER (Fort Lauderdale, Fla.), has 
transferred her membership to the CHAP- 
TER AT LARGE and will represent NSA 
in some far corner of the globe after a 
six months training course in Washing- 
ton. She has been accepted for special- 
ized training by the Dept. of State, after 
which she will receive a two-year ap- 
pointment abroad. 

* * * 

Carrie (Pat) Patillo, BIRMINGHAM 
CHAPTER (Birmingham, Ala.) , became 
the bride of Judge Alta L. King in De- 
cember. A luncheon honoring Pat was 
held at The Club on top of Red Moun- 
tain and was attended by Mrs. Maxine 
Coleman, president of CHATTANOOGA 
CHAPTER and former member of Birm- 
ingham Chapter. 

* * * 

Dan Cupid shot his arrow into 
another member of the BIRMINGHAM 
CHAPTER, Elaine Holly, who recently 
became the bride of Walter Pierce. 


Dates to Remember 
STATE MEETINGS 


Northeastern District 


| New Jersey 


| 





Time: March 26 

Place: Trenton 
Indiana 

Time: 

Place: 
Pennsylvania 

Time: April 15-17 

Place: Johnstown 


April 15-17 
Evansville 


Wisconsin 
Time: May 13-15 
Place: La Crosse 
Illinois 
Time: April 22-24 
Place: Waukegan 


New England Conference (Connecticut, 


Maine, Massachusetts, Rhode Island ) 


Time: April 29-31 

Place: Springfield, Massachusetts 
New York 

Time: May 13-15 

Place: Albany 





Michigan 
Time: May 20-22 
Place: Benton Harbor 
Ohio 
Time: May 20-22 
Place: Akron 
Northwestern District 
Colorado 
Time: April 23 
Place: Brown Palace Hotel, Denver 
Iowa 
Time: 
Place: 


April 16 

Hotel Kirkwood, Des Moines 

Oregon 
Time: 
Place: 


March 19 
Medford Hotel, Medford 


Minnesota 
Time: May 21 
Place: St. Paul Hotel, St. Paul 
Nebraska-South Dakota 
Time: May 21 
Place: Cornhusker Hotel, Lincoln, 
Nebraska 


Washington 
Time: June 11 
Place: Cascadian Hotel, Wenatchee 


Southeastern District 
Kentucky 
Time: May 21-22 
Place: Louisville 
Tennessee 
Time: April 
Place: Mountain View Hotel, 
Gatlinburg 


REGIONAL MEETINGS 
Northwestern District 

Colorado 

Time: September 16-18 

Place: Hotel LaCourt, Grand Junction 
Nebraska 

Time: September 23-25 

Place: Hotel Fontanelle, Omaha 


22-24 


Washington 
Time: October 21-23 
Place: Olympian Hotel, Olympia 


NATIONAL 
SECRETARIES WEEK 
Time: April 24-30 


NATIONAL CONVENTION 
Time: July 20-24 
Place: Chattanooga, Tennessee 


The Secretar) 




















"| schedule my own 


work...So can you!" 








a y 


**A secretary’s life,” cried Sue, “‘is often very busy 
With typing, filing, phones, dictation — here’s one 
blonde who’s dizzy.” * A friend said, “Why not ask 
your boss to work my boss’s way « With Dictaphone 
TIME-MASTER.* For ¢haé tip he'll hike your pay.” 


> 





<> . 7 > 
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“Just press a button—think out loud. That’s all he has 
to do + To dictate any time or place. Less overtime 
for you. * You’ll both work faster, easier, better. You 
never will mistake his words on Dictabelts, the plastic 
records that can’t break.” 








Now Suzie’s boss has his TIME-MASTER, she’s a hap- 
pier “sec.” * Her typing goes much faster and, it’s 
always right, by heck + Relaxed, she transcribes from 
clear Dictabelts as easily as listening to the telephone. 
Her-work f-l-o-w-s pleasily. 





“T schedule my own work; [I’ve got more time left 
to help out the boss and learn the business and ad- 
vance,” you hear Sue shout. * TIME-MASTER on your 
boss’s desk will make your job as pleasant. + So mail 
the coupon for the facts plus this free, handy present. 








*The complete name is Dictaphone TIME-MASTER dictating machine. 


DICTAPHONE...FIRST IN SALES AND SERVICE OF DICTATING MACHINES THE WORLD AROUND 





DICTAPHONE 


TIME-MASTER DICTATING MACHINE 


e@eeeeeveveeeeeeeeeeeeeeeeeeeeeeeee ee @ 
DICTAPHONE CORPORATION, Dept. T-35 
420 Lexington Ave., New York 17, N. Y. 
C] Please send me all the facts about how my boss and 
I can work easier and better with Dictaphone TIME- 
MASTER. 
And don’t forget to send, FREE, my copy of Letter 
Perfect—the 84-page secretary’s handbook. (Regular 
price: 50¢) 
Your Name. .......ccccccccccccccscccscccccssccceces 
Where You Work. .......cccccccccccccccsescccccces oe 
Street AGMIOSS. oo... csccccccccccccccvccccccssscccces 


City & Zone... .ccccccccvcceses Eee ST TTT 


eeeeeeeeeeereeeeeeeeeeeeeeeeeeeeee ee 


DICTAPHONE, TIME-MASTER AND DICTABELT ARE REGISTERED TRADE-MARKS OF DICTAPHONE CORPORATION 





Photographed at Shelton Hotel Pool & Health Club, N.Y., Bathing Suit by Carolyn Schnurer 


alive after five... thanks to her Remington Electric typewriter 


And no wonder—eleciricity does 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 


pleasing to the boss. 


Flemington. Fkand. 





COFFIN 











